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DEPARTMENT  OF  TRANSPORTATION 

Office  of  the  Secretary 
PRIVACY  ACT  OF  1974 
Final  Notice  of  Systems  of  Records 

On  August  27,  1975,  in  accordance  with  Section  3  of  the  Privacy 
Act  of  1974,  a  notice  of  systems  of  records  maintained  by  the  De¬ 
partment  of  Transportation  was  published  in  the  Federal  Register 
(40  FR  38803).  An  addendum  notice  of  systems  of  records  was 
published  in  the  Federal  Register  on  September  24,  1975  (40  FR 
44075).  Minor  corrections  and  modifications  to  systems  notices  con¬ 
tained  in  the  aforementioned  publications  are  included  in  this  final 
notice.  These  corrections  and  modifications  do  not  change  the 
general  character  or  purpose  of  any  previously  described  system. 
Comments  were  solicited  on  the  systems  notices  published  on  Au¬ 
gust  27,  1975  and  September  24,  1975,  with  deadlines  for  submis¬ 
sion  of  September  18,  1975,  and  October  24,  1975,  respectively.  No 
comments  have  been  received  and  the  previously  described  notices 
are  adopted  as  originally  published  or  amended. 

Twenty-three  notices  which  were  inadvertently  omitted  from  the 
previous  publications  and  a  new  general  routine  use  are  herewith 
published.  The  notices  may  be  found  under  the  identifiers:  CG  587, 
591;  FAA  822,  828,  829,  830;  FHWA  221;  NHTSA  458,  459,  460, 
461,  462,  463;  OST  051,  052,  053,  054,  055,  056;  SLS  155,  156,  157, 
158.  The  new  general  routine  use  appears  as  paragraph  6  of  the 
Prefatory  Statement  of  General  Routine  Uses.  Any  person  may 
submit  written  comments  on  these  twenty-three  systems  to  the 
Privacy  Act  Working  Group  (STOP  330),  Room  10317,  U.  S.  De¬ 
partment  of  Transportation,  400  Seventh  Street,  S.W.,  Washington, 
D.C.  20590.  All  comments  must  be  received  on  or  before  December 
15,  1975. 

Effective  date.  This  notice  shall  be  effective  on  November  13, 
1975. 

William  T.  Coleman,  Jr., 
Secretary  of  Transportation. 

DEPARTMENT  OF  TRANSPORTATION 

The  following  listing  corrects  the  publication  of  the  Department 
of  Transportation  listing  of  systems  of  records  in  the  Federal  Re¬ 
gister,  Part  II  Section  2,  dated  August  27,  1975.  Notices  which  did 
not  require  significant  correction  are  not  republished  in  this  listing. 

NOTICE  OF  SYSTEMS  OF  RECORDS 

The  identification  of  the  operating  unit  or  units  within  the  De¬ 
partment  to  which  the  particular  system  of  records  pertains  appears 
as  ‘DOT/’  followed  by  a  designating  abbreviation.  The  abbrevia¬ 
tions  and  their  meanings  are  as  follows: 

OST  -  Office  of  the  Secretary  of  Transportation 

CG  -  United  States  Coast  Guard 

FAA  -  Federal  Aviation  Administration 

FHWA  -  Federal  Highway  Administration 

FRA  -  Federal  Railroad  Administration 

NHTSA  -  National  Highway  Traffic  Safety  Administration 

SLS  -  Saint  Lawrence  Seaway  Development  Corporation 

TSC  -  Transportation  Systems  Center 

UMTA  -  Urban  Mass  Transportation  Administration 

PREFATORY  STATEMENT  OF  GENERAL 

ROUTINE  USES 

The  following  routine  uses  apply  to,  and  are  incorporated  by 
reference  into,  each  system  of  records  set  forth  below. 

1.  In  the  event  that  a  system  of  records  maintained  by  the  De¬ 
partment  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  pursuant 
thereto,  the  relevant  records  in  the  system  of  records  may  be 
referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of  in¬ 
vestigation  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  or  rule,  regulation  or  order  issued  pur¬ 
suant  thereto. 

2.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses  if  necessary  to  obtain 
information  relevant  to  a  Department  decision  concerning  the  hiring 
or  retention  of  an  employee,  the  issuance  of  a  security  clearance, 
the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 


3.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  a  federal  agency,  in  response  to  its  request,  in  con¬ 
nection  with  the  hiring  or  retention  of  an  employee,  the  issuance  of 
a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant, 
or  other  benefit  by  the  requesting  agency,  to  the  extent  that  the  in¬ 
formation  is  relevant  and  necessary  to  the  requesting  agency’s  deci¬ 
sion  on  the  matter. 

4.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court,  magis¬ 
trate  or  administrative  tribunal,  including  disclosures  to  opposing 
counsel  in  the  course  of  settlement  negotiations. 

5.  The  information  contained  in  this  system  of  records  will  be 
disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  set  forth  in  OMB  Cir¬ 
cular  No.  A-19  at  any  stage  of  the  legislative  coordination  and 
clearance  process  as  set  forth  in  that  Circular. 

6.  Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

APPENDIX  I 

LOCATION  OF  CG  DISTRICTS  AND  HEADQUARTERS 
UNITS. 

1.  COMMANDER 

1st  Coast  Guard  District 
150  Causeway  Street 
Boston,  MA  02114 

2.  COMMANDER 

2nd  Coast  Guard  District 
Federal  Building 
1520  Market  Street 
St.  Louis,  MO  63103 

3.  COMMANDER 

3rd  Coast  Guard  District 
Governors  Island 
New  York,  NY  10004 

4.  COMMANDER 

5th  Coast  Gu-rd  District 
Federal  Building 
431  Crawford  Street 
Portsmouth,  VA  23705 

5.  COMMANDER 

7th  Coast  Guard  District 
51  S.W.  1st  Ave. 

Miami,  FL  33130 

6.  COMMANDER 

8th  Coast  Guard  District 

Customhouse 

New  Orleans,  LA  70130 

7.  COMMANDER 

9th  Coast  Guard  District 
1240  East  9th  St. 

Cleveland,  OH  44199 

8.  COMMANDER 

11th  Coast  Guard  District 
Heartwell  Bldg 
19  Pine  Ave 
Long  Beach,  CA  90802 

9.  COMMANDER 

12th  Coast  Guard  District 
630  Sansome  St. 

San  Francisco,  CA  94126 

10.  COMMANDER 

13th  Coast  Guard  District 
Federal  Bldg 
915  Second  Ave. 

Seattle,  WA  98174 

11.  COMMANDER 

14th  Coast  Guard  District 
P.O.  Box  48 

FPO  San  Francisco,  CA  96610 

12.  COMMANDER 

17th  Coast  Guard  District 
FPO  Se-ttle,  CA  98771 

13.  COMMANDER 

U.S.  COAST  GUARD  ACAdemy 
New  London,  CT  06320 

14.  COMMANDING  OFFICER 
U.S.  COAST  GUARD  YARD 
Curtis  Bay, 

BalUmore,  MD  21225 
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15.  COMMANDING  OFFICER  . 

US  COAST  GUARD 
TRAINING  CENTER 
Governors  Island 

New  York,  NY  10004 

16.  COMMANDING  OFFICER 
U.S.  Coast  Guard  Training  Center 
Cape  May,  NJ  08204 

17.  COMMANDING  OFFICER 
U.S.  Coast  Guard  Training  Center 
Government  Island 

Alemeda,  CA  94501 

18.  COMMANDING  OFFICER 
U.S.  Coast  Guard 

Supply  Center 
830  3rd  Ave 
Brooklyn,  NY  11232 

19.  COMMANDING  OFFICER 

U.S.  COAST  GUARD  INSTITUTE 
P.O.  Substation  18 
Oklahoma  City,  OK  73169 

20.  COMMANDING  OFFICER 
U.S  COAST  GUARD 

AIRCRAFT  REPAIR  &  SUPPLY  CENTER 
Elizebeth  City,  NC  27909 

21.  COMMANDING  OFFICER 
U.S.  Coast  Guard  Aviation 
Training  Center 

MobUe,  AL  36608 

22.  COMMANDING  OFFICER 
U.S.  COAST  GUARD  RADIO 
STATION  NHM) 

7223  Telegraph  Rd. 

Alexandria,  VA  22310 

23.  COMMANDING  OFFICER 
U.S.  COAST  GUARD  RESERVK 

TRAINING  CENTER 
Yorktown,  VA  23490 

24.  OFFICER  IN  CHARGE 
RECORD  DEPOT 

U.S.  Coast  Guard  Air  Station 
EUzebeth  City,  NC  27909 

25.  COMMANDER.  COAST  GUARD 
ACTIVITIES.  EUROPE 

London 
Box  50 

FPO  New  York.  NY  09510 

26.  COMMANDING  OFFICER 
U.S.  COAST  GUARD 

TRAINING  CENTER 
Petaluma,  CA  94952 

27.  COMMANDER 

U.S.  COAST  GUARD  AIR  BASK 
EUzebeth  City.  NC  27909 

28.  COMMANDING  OFFICER 
U.S.  COAST  GUARD 
ELECTRONICS  ENGINEERING 
CFNTFK 

Wildwood.  NJ  08260 

29.  COMMANDING  OFFICER 
RESEARCH  &  DEVELOPMENT  CENTER 
Avery  Point 

Ciroton,  CT  06340 
.30.  COMMANDING  OFFICER 
U.S.  COAST  GUARD  OCEANOGRAPHIC  UNIT 
Building  159E,  Navy  Yard  Annex 
Washington.  D  C..  20590 

DOT/CG  587 

System  name:  Investigation  of  Violations  of  Marine  Safety  Laws  or 
Regulations  DOT/CG 

System  location:  District  Offices  •  See  appendix  1  for  addresses 
Categories  of  individuals  covered  by  the  system:  The  categories  of 
individuals  included  in  this  system  of  records  ate  persons  who  have 
violated  or  who  are  suspected  of  violating  marine  safety  or  related 
laws  or  regulation  including  the  report  or  violation  and  supporting 
documents. 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
lies  of  users  and  the  purposes  of  such  uses: 


Evaluation  by  Coast  Guard  personnel  for  law  enforcement 
purposes; 

Evaluation  by  other  agencies,  state,  local  and  foreign 
governments  for  purposes  of  law  enforcement,  and  other 
purposes  for  which  the  agency  may  deem  necessary  for  their 
mission; 

For  use  in  civil  Utigation; 

For  insurance  purpo.ses; 

Use  by  the  general  public 

See  prefatory  statement  for  General  Routine  U  ses 

Policie.s  and  practices  for  storing,  retrieving,  acce.s.sing,  rctaiiiiiig, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 

Retrievability:  Record  pertaining  to  violations  of  law  or  regulation 
are  retrieved  by  individual  name  or  vessel  name. 

Safeguards:  Destroyed  three  years  after  case  is  closed. 

System  manager(s)  and  address:  Chief,  Office  of  Merchant 
Marine  Safety  \ 

U.S.  Coast  Guard  Headquarters 
Washington,  D.C.  20.590 
Notification  procedure:  Commandant  (G-CMAI 
U.S.  Coast  Guard  Headquarters 
Washington,  D.C.  20.590 

Written  request  must  be  signed  by  the  individual 
Record  access  procedures:  Procedures  may  be  obtained  by  writing 
(G-CM.A)  at  address  above,  or  by  visiting  Coast  Guard  Headquar¬ 
ters,  400  7th  Street  SW,  Washington,  D.C.  or  The  local  Coast 
Guard  District  for  the  area  in  which  the  alleged  violation  occurred 
Conte.sting  record  procedures:  Same  as  Record  Access  Procedures 
Record  source  categories:  Coast  Ciiiard  investigating  records  com¬ 
piled  as  a  result  of  vessel  casualty. 

Investigations  by  other  law  enforcement  agencies. 

Vessel  operator  complaints 

Deficiencies  noted  during  Coast  Guard  inspectkuis. 

IM)T/C(;  591 

System  name:, Merchant  Vessel  Documentation  .System  (m.muul  aovl 
automated) 

System  location: 

Automated  -  Commandant  (Ci-MVD)  U.S.  Coast  Guard 
Headquarter  Wastington  D.C.  20590 
Manual  -  Coast  Merchant  Vessel  Documentation  Offices  (see 
section  E.W.,  Standard  Distribution  List  -  CG-131  for  office 
locations) 

Categories  of  individuals  covered  hy  the  system: 

Vessel  owners 
Mortgagees 

Vessel  buyers  and  sellci  > 

I  .ien  claimants 
Vessel  builders 

Categories  of  records  in  the  .system: 

Vessel  owner  information 
Vessel  information 

Instruments  of  record  (bills  of  sale,  mortgages,  elc.i 
Routine  u.ses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Establishing  eligibility  for  documentation  of  vessels. 

Issuance  of  marine  documents. 

Recordation  of  bills  of  sale,  mortgages,  etc. 

Publication  of  the  annual  MERCHANT  VESSFT.S  OF  THE 
UNITED  STATES. 

Publication  of  the  monthly  supplement  to  MERC!HAN1' 
VESSELS  OF  THE  UNITED  STATES. 

Used  by: 

Coast  Guard 

Other  Governmental  agencies 
Financial  institutions  and  other  money  leaders 
Anyone  having  business  with  or  an  interest  in  a  cocumented 
vessel 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  ^stem: 

Storage: 

'  Index  of  owners  maintained  by  Commnadant  (G-MVD). 
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All  other  records  maintained  at  hone  part  of  vessel  by  vessel 
name. 

Retricvability: 

Upon  furnishing  name  of  vessel  owner  to  Commandant  (G- 
MVD)  vessel  name  established  and  request  for  information 
referred  to  appropriate  home  port. 

Records  retrieved  at  home  port  by  use  of  vessel  name. 

Safeguards:  Personnel  screening 

Retention  and  disposal: 

Listings  of  vessel  owners  constantly  updated  by  additions  and 
deletions  (automated) 

Field  office  vessel  folders  transferred  to  FRC  2  years  after 
change  of  vessel’s  home  port  or  2  years  after  removal  of 
vessel  from  documentation  (manual) 

System  manager(s)  and  address:  Chief,  Office  of  Merchant 
Marine  Safety  U.S.  Coast  General  Headquarter  Washington,  D.C. 
20590 

Notification  procedure:  Commandant  (G-CMA)  U.S.  Coast  Guard 
Headquarters  Washington,  D.C.  20590  Written  requists  must  be 
signed 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
or  by  visiting  Coast  Guard  Headquarters,  400  7th  Street,  S.W. 
Washington,  D.C.  or  the  local  Coast  Guard  District  Office, 

Contesting  record  procedures:  Same  as  for  access. 

Record  source  categories:  Vessel  owners,  Martgagee,  lien  clai¬ 
mants,  Vesse  sellers  and  buyers.  Coast  Guard  admeasures  and  ves¬ 
sel  builders. 

OOT/FAA  800 

System  name:  Aviation  Medical  Certification  System. DOT/FA  A 

System  location:  Aeromedical  Certification  Branch,  Aeronautical 
Center,  Oklahoma  City,  Oklahoma  73125.  Regional  Flight  Surgeons 
in  all  regional  headquarters.  Aeromedical  Standards  Division, 
Washington,  D.  C. 

Categories  of  individuals  covered  by  the  system:  Current  cer¬ 
tificated  airmen,  airmen  whose  certificates  have  expired,  airmen  re¬ 
jected  for  medical  certification,  airmen  with  special  certification, 
airmen  who  are  deceased  and  others  requiring  medical  certification. 
Controllers  in  Centers,  Terminals  and  Flight  Service  Stations,  and 
applicants  for  these  positions. 

Categories  of  records  in  the  system:  This  system  consists  of  a 
variety  of  records  that  are  required  to  determine  the  physical  condi¬ 
tion  of  an  individual  with  respect  to  the  medical  standards 
established  by  the  FAA.  These  files  contain  medical  examinations, 
by  an  Aviation  Medical  Examiner,  X-Rays,  EKG’s,  lab  reports, 
hospital  records,  treating  or  examining  physician  reports,  consultant 
reports,  copies  of  correspondence,  worksheets,  summaries,  peti¬ 
tions  for  review  by  the  National  Transportation  Safety  Board, 
medical  exemption  records,  letters  of  appeals  for  exemptions, 
medical  history  tapes,  microfilm  EKG’s,  computer  listings  and 
locator  name  cards. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  or  may  be  used: 

By  agency  officials  for  the  purpose  of  determining  eligibility 
for  airmen  medical  certification. 

By  agency  officials  for  purposes  of  review  in  connection  with 
appeals  and  petitions  for  waiver  of  medical  standards. 

By  agency  officials  for  purpose  of  reviewing  applicants  request 
for  FAA  employment  that  require  medical  certifications, 
such  as  air  traffic  controllers,  FAA  pilots,  etc. 

To  provide  data  for  the  Automated  Medical  Certification  data 
base. 

To  provide  data  for  the  Automated  Comprehensive  Airman 
Information  System.  (CAIS) 

To  provide  statistical  reports  for  internal  use,  to  Congress, 
other  Federal  agencies  and  the  public  on  the  characteristics 
of  the  pilot  population. 

To  provide  information  for  Federal,  state  and  local  agencies 
maintainii^  civil,  criminal  or  other  relevant  information  or 
other  pertinent  operational  purposes,  such  as  validating 
airman  qualification  by  supplying  relevant  information  to  an 
agency  concerning  the  hiring  or  retention  of  an  employee  or 
'  the  issuance  of  a  grant  or  other  benefit 
To  refer  where  there  is  an  indication  of  a  viblatbn,  of  potential 
violation  of  law,  whether  civil,  criminal,  or  regulator  ih 


nature,  to  the  appropriate  agency  whether  Federal,  state  or 
local  charged  with  the  responsibility  of  investigating  or 
prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  or  rule,  regulation,  or  order  issued 
pursuant  thereto. 

As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in 
support  of  the  function  for  which  the  records  are  collected 
and  maintained. 

To  respond  to  general  requests  for  statistical  information  under 
the  Freedom  of  Information  Act,  or  to  locate  specific 
individuals  for  a  variety  of  personnel  management  functions. 

To  provide  data  to  the  Automated  Medical  History  tape 
system. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  cabinets,  punch  cards,  and  magnetic  tape  files. 

Retrievability:  Records  are  indexed  by  name,  date  of  birth,  and 
sex  -  Special  cases  are  indexed  and  retrieved  by  Pathological 
number. 

Safeguards:  Records  are  maintained  in  steel  file  cabinets  and 
electrievers  which  are  locked  when  not  in  use.  All  files  are  main¬ 
tained  in  a  secured  work  room  limited  to  those  whose  duties 
require  access. 

Tape  and  punch  cards  are  maintained  in  secured  computer 
center.  When  not  in  use,  tapes  are  stored  in  fire  proof  tape 
libary  within  the  center;  punch  cards  are  stored  in  steel  file 
cabinets  in  work  area. 

Retention  and  disposal:  Medical  Examination  paper  records  are 
retained  for  three  years.  The  last  two  examination  records  arc 
retained  on  magnetic  tape.  As  a  new  record  is  received,  the  oldest 
record  is  put  on  to  the  history  file.  Locator  name  cards  are  kept 
two  years  and  then  printed  out  as  a  computer  listing  which  is 
destroyed  after  the  listings  are  microfilmed.  Pathological  records 
are  sent  to  the  Federal  Records  Center  in  Fort  Worth  after  five 
years  of  inactivity  and  destroyed  after  fifty  years.  Magnetic  tapes 
are  retained. 

.System  manager! s)  and  address:  Records  from  Master  Files; 
Chief,  Aeromedical  Certification  Branch,  Aeronautical  Center. 
Oklahoma  City,  Oklahoma  73125. 

Records  from  Regional  Files:  Regional  Flight  Surgeon  within 
Region  >vhere  examination  was  conducted. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 

Record  source  categories:  Information  is  obtained  from  Aviation 
Medical  Examiners,  individuals  themselves,  consultant,  hospitals, 
treating  or  examining  physicians,  other  government  agencies,  tests 
taken  by  individual,  special  studies  such  as  blood  test,  and  in  some 
rare  cases,  records  supplied  by  other  persons  or  agencies. 

DOT/FAA  801 

.System  name:  Aircraft  Registration  System  DOT/FAA 

System  location:  Aircraft  Registration  Branch,  Aeronautical 
Center,  Oklahoma  City,  Oklahoma  73125.  Portions  of  these  records 
are  located  in  General  Aviation  District  Offices  (GADO’s)  in  Air 
Carrier  District  Offices  (ACDO’s),  and  in  Flight  Standards  District 
Offices  (FSDO’s), 

Categories  of  individuals  covered  by  the  system:  This  system 
identifies  aircraft  owners,  partners,  corporations,  lien  holders, 
operators,  and  lessees. 

Categories  of  records  in  the  system:  This  system  consists  of  a  se¬ 
ries  of  records  that  identify  aircraft  types,  current  certification 
status  and  ownership  of  registered  aircraft,  aircraft  to  be  registered, 
or  aircraft  that  have  been  registered  and  are  now  temporarily  dere- 
^stered.  These  records  contain  information  about  N  -  Number  as¬ 
signment,  airworthness  of  aircraft,  bills  of  sale,,  applications  for 
certification  of  amateur  aircraft,  major  repairs  and  iterations  main- 
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tenance  Inspection  forms,  revalidation  and  use  forms,  lien  and  col¬ 
lateral  documents. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  that  air¬ 
craft  are  registered  in  accordance  with  the  provision  of  the  Federal 
Aviation  Act  of  1958. 

To  support  investigative  efforts  of  investigation  and  law 
enforcement  agencies  of  Federal,  state,  and  foreign 
governments. 

To  serve  as  a  repository  of  legal  documents  used  by 
individuals  and  title  search  companies  to  determine  the  legal 
ownership  of  an  aircraft. 

To  provide  aircraft  owners  and  operators  information  about 
potential  mechanical  defects  or  unsafe  conditions  of  their 
aircraft  in  the  form  of  airwortheness  directives. 

To  provide  supporting  information  in  court  cases  concerning 
liability  of  individual  in  law  suits. 

To  serve  as  a  data  source  for  management  information  for 
production  of  summary  descriptive  statistics  and  analytical 
studies  in  support  of  agency  functions  for  which  the  records 
are  collected  and  maintained. 

To  respond  to  general  requests  from  the  aviation  community  or 
the  public  for  statistical  information  under  the  Freedom  of 
Information  Act  or  to  locate  specific  individuals  or  specific 
aircraft  for  accident  investigation,  violation,  or  other  safety 
related  requirements. 

To  provide  data  for  the  automated  aircraft  registration  master 
fUe. 

To  provide  documents  for  microfiche  backup  records. 

To  provide  data  for  development  of  the  aircraft  registration 
statistical  system. 

To  prepare  an  Aircraft  Registry  in  magnetic  tape  and 
publication  form  required  by  ICAO  agreement  containing 
information  on  aircraft  owners  by  name,  address,  N- 
Number,  type  of  aircraft,  total  calendar  year  flight  hours, 
primary  use.  avionics  capability  and  base  airport  used  for 
internal  FAA  safety  program  purposes  and  also  available  to 
the  public  (individuals,  aviation  organizations,  direct  mail 
advertisers.  State  and  local  governments,  etc.)  upon  payment 
of  user  charges  reimbursing  the  Federal  Government  for  its 
costs. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders,  magnetic  tape, 
punch  cards,  and  on  microfiche. 

Retrievability:  Records  are  filed  by  aircraft  N  -  Number,  but  may 
and  are  quite  frequently  retrieved  by  name  of  the  individual  aircraft 
owners  or  operators. 

Safeguards:  Records  are  stored  in  open  shelves  in  a  room  that  is 
open  only  to  authorized  employees  and  by  special  permission.  Mag¬ 
netic  tapes  are  maintained  in  secure  data  processing  area  accessed 
by  pass  only.  Backup  copies  of  microfiche  are  kept  .in  a  fire  proof 
vault  and  storage  room. 

Retention  and  disposal:  Punch  cards  are  kept  in  file  in  working 
area,  destroyed  after  magnetic  tape  is  complete.  Microfiche  is 
retained  indefinitely.  Aircraft  registration  files  are  retained  until 
deregistered,  held  in  N  -  Number  file  system  for  two  years,  then 
sent  to  storage  in  Fort  Worth  Federal  Records  Center.  Destruction 
is  not  authorized. 

System  manager(s)  and  address:  For  official  agency  records,  con¬ 
tact:  Chief,  Aircraft  Registration  Branch,  Aeronautical  Center, 
Oklahoma  City,  Oklahoma  73125,  or  Chief  of  the  nearest  GADO, 
ACDO,  or  FSDO. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Conte.sting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 

Record  source  categories:  Information  is  collected  from  in¬ 
dividuals,  manufacturer's  of  aircraft,  maintenance  inspectors, 
mechanics,  and  FAA  officials. 


DOT/FAA  802 

System  name:  Airman  Certification  System  DOT/FAA 
System  location:  Airman  Certification  Branch,  Aeronautical 
Center,  Oklahoma  City,  Oklahoma  73125.  Copies  or  temporary  files 
are  maintained  in  the  orginating  General  Aviation  District  (3ffice, 
Air  Carrier  District  Office,  or  Flight  Standards  District  Office  until 
required  action  or  certification  is  completed. 

Categories  of  individuals  covered  by  the  system:  Individuals  seek¬ 
ing  to  be  certified,  airmen  seeking  additional  certifications  or  addi¬ 
tional  ratings,  individuals  denied  certification,  airmen  holding  inac¬ 
tive  certificates,  airmen  who  have  had  certificate  revoked,  and 
flight  attendants  engaged  in  international  air  transport. 

Categories  of  records  in  the  system:  Application  for  certification; 
written  examination,  application  for  written  examination,  results  of 
written  test,  application  for  inspection  authority,  certificates  held, 
ratings,  stop  orders. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  that  airmen 
are  certified  in  accordance  with  the  provisions  of  the  Federal  Avia¬ 
tion  Act  of  1958.  Repository  of  documents  used  by  individual  and 
potential  employers  to  determine  validity  of  airmen  qualifications. 
To  support  investigative  efforts  of  investigation  and  law  enforce¬ 
ment  agencies  of  Federal,  state  and  local  governments. 

Supporting  information  in  court  case  concerning  indivdual 
status  and/or  qualifications  in  law  suits. 

To  provide  data  for  the  Comprehensive  Airman  Information 
System  (CAIS.) 

To  provide  documents  for  microfilm  and  microfiche  back  up 
records. 

To  prepare  an  Airman  Directory  in  magnetic  tape  and  paper 
form  containing  information  on  airmen  by  name,  address, 
certificate  status  used  for  internal  FAA  safety  program 
purposes  and  also  available  to  the  public  (individuals, 
aviation  organizations,  direct  mail  advertisers.  State  and 
local  governments,  etc.)  upon  payment  of  user  charges 
reimbursing  the  Federal  Government  for  its  costs. 

To  verify  U.S.  citizenship,  certify  qualified  applicants,  and 
provide  them  with  a  crewmember  certificate  to  be  used  in 
lieu  of  a  passport  in  International  Civil  Aviation  Organization 
member  countries.  To  answer  inquiries  regarding 
crewmember  certification.  The  U.S.  Department  of  State 
uses  these  applications  and  any  supporting  documents  to 
verify  U.S.  citizenship. 

See  prefatory  statement  of  geiieral  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  microfilm,  microfiche,  mag¬ 
netic  disk,  magnetic  tape,  file  folders  and  notebook  listings. 

Retrievability:  Records  are  maintained  in  alphabetic  order  cross 
referenced  with  social  security  number  and  airman  number. 

Safeguards:  Records  are  stored  in  a  data  processing  facility.  Data 
is  retrieved  via  a  terminal,  which  requires  operation  numbers  and 
indiviual  pass  words.  Accessible  only  to  limited  numbers  of 
authorized  persons.  Back-up  microfilm  and  microfiche  are  kept  in 
locked  vault. 

Retention  and  disposal:  Source  documents  are  destroyed  after 
being  microfilmed  and  key  punched.  Magnetic  tapes  and  disks  are 
being  continually  updated,  destruction  is  not  authorized.  Source 
document  crewmember  certifications  are  in  storage  at  the  Fort 
Worth  Federal  Records  Center,  destruction  not  authorized. 

System  managcr(s)  and  addre.ss:  For  official  FAA  Certification 
Records  contact:  Chief,  Airman  Certification  Branch,  Aeronautical 
Center,  Oklahoma  City,  Oklahoma,  73125,  or  request  assistance 
from  the  originating  GADO,  ACDO,  or  FSDO. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains.  Written  test  scores  are  derived  from  answers  given  by  in¬ 
dividuals,  Action  filed  by  FAA  personnel. 
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System  name:  General  Aviation  Medical  Accident  System 

DOT/FAA 

System  location:  Aeromedical  Certification  Branch,  Aeronautical 
Center  Oklahoma  City,  Oklahoma,  7312S.  Aeromedical  Applications 
Division,  Office  of  Aviation  Medicine,  Federal  Aviation  Adminis¬ 
tration,  800  Independence  Avenue,  S.W.,  Washington,  D.C.  20591. 

Categories  of  individuals  covered  by  the  system:  Pilots  involved  in 
aircraft  accidents 

Categories  of  records  in  the  system:  Reports  of  fatal  accidents,  au¬ 
topsies,  toxological  studies,  AME’s  reports,  medical  record  print 
outs,  nonfatal  reports,  injury  reports,  accident  name  cards,  mag¬ 
netic  tape  records  of  fatal  accidents,  psychological  autopsy,  and 
consulting  pathologist  summary  of  findings. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  and  monitor 
airman  having  accidents  or  incidents,  analyze  medical  data  for 
regulatory  purposes,  research  studies  of  causes  of  accidents, 
promote  aviation  safety. 

Data  is  supplied  to  the  National  Transportation  Safety  Board 
(NTSB)  under  requirements  of  FAA  accident  investigation 
authority  delegated  to  it  by  the  Board. 

Supporting  information  in  court  cases  concerning  individual 
medical  fitness  or  medical  mishap  that  may  or  may  not  relate 
to  the  cause  of  the  accident. 

Repository  of  legal  documents  that  relate  to  individual’s 
physical  status  or  condition  used  to  determine  statistically 
the  validity  of  FAA  Medical  Standards. 

As  a  data  source  for  management  information  for  producing 
summary  descriptive  statistics  and  analytical  studies  in 
support  of  agency  functions  for  which  the  records  are 
collected. 

Used  in  developing  professional  papers  that  are  distributed  to 
various  aviation  and  medical  groups  for  evaluation  and 
study. 

To  inform  the  aviation  community  of  medical  findings  related 
to  flight  saftey. 

To  provide  data  for  the  automated  Medieal  Accident  System. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintain  in  file  folders  punch  cards  and  on 
magnetic  tape. 

Retrievabiiity:  Records  are  filed  by  accident  number  cross 
referenced  by  name  of  pilot.  Punch  cards  are  maintained  in  name 
order.  Magnetic  tapes  are  filed  in  accident  number  order  and  are 
cross  referenced  by  name.  Records  are  quite  often  retrieved  by 
name. 

Safeguards:  Records  are  stored  in  lockable  file  cabinet  in  secured 
work  area.  Punch  cards  are  maintained  in  metal  file  drawers  in 
secured  area.  Magnetic  tape  is  retained  in  a  secured  automatic  data 
processing  facility. 

Retention  and  disposal:  Records  of  fatal  accidents  are  transferred 
to  Fort  Worth  Federal  Records  Center  when  five  years  old  and 
destroyed  when  10  years  old.  Accident  name  card  destruction  is  not 
authorized.  Magnetic  tape  record  -  destruction  not  authorized. 

System  manager(s)  and  address:  For  offical  medical  accidents 
records  contact:  Chief,  Aeromedical  Certification  Branch,  Aeronau¬ 
tical  Center,  Oklahoma  City,  Oklahoma,  73125. 

Notificatfjn  procedure:  Individuals  wishing  to  see  their  records 
may  appear  in  person  or  submit  in  writing  a  request  identifying 
records  desired.  For  identification  an  individual  must  submit  his  or 
her  name,  Uate  of  birth,  sex,  social  security  number  or  Airman 
number.  Letter  should  be  addressed  to  Chief,  Aeromedical  Certifi¬ 
cation  Branch,  Aeronautical  Center,  Oklahoma  City,  Oklahoma, 
73125. 

Record  access  procedures:  Individuals  who  desire  to  access  infor¬ 
mation  about  themselves  in  the  system  records  should  contact  or 
address  their  inquiries  to:  Chief,  Aeromedical  Certification  Branch, 
Aeronautical  Center,  Oklahoma  City,  Oklahoma,  73125. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegee,  800  Independence  Avenue,  S.  W.,  Washington,  D.  C. 
20591. 


Record  source  categories:  Information  is  obtained  from  aviation 
medical  examiners  (AME),  pathologists,  accident  investigation 
medical  laboratories,  law  enforcement  officials  and  FAA  em¬ 
ployees. 

DOT/FAA  804 

System  name:  General  Aviation  Aircraft  Accident  System 
DOT/FAA 

System  location:  This  system  of  records  is  maintained  wit^  the 
Safety  Data  Branch  of  the  Flight  Standards  Technical  Division, 
Aeronautical  Center,  Oklahoma  City,  Oklahoma  73125.  Working  co¬ 
pies  are  maintained  in  the  region  in  which  the  accident  occurred. 

Categories  of  individuals  covered  by  the  system:  Persons  involved 
in  aircraft  accidents,  pilots,  passengers,  persons  on  the  ground,  and 
witnesses. 

Categories  of  records  in  the  system:  Reports  of  accidents  in¬ 
vestigation,  preliminary  notices  of  accident,  injury  reports,  en¬ 
gineering  analysis,  witness  statements,  investigators  analysis,  pic¬ 
tures  of  accident  scene. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  and  monitor 
airman  involved  in  accidents.  Analyze  facts  surrounding  accidents 
to  determine  whether  or  not  FAA  regulations  have  been  violated. 

To  supply  data  to  National  Transportation  Safety  Board 
(NTSB)  as  required  by  the  delegated  authority  for  accident 
investigation  from  the  Board. 

As  a  data  source  for  management  information,  for  the 
production  of  summary  descriptive  statistics  and  analytical 
studies  in  support  of  agency  functions. 

Used  in  the  development  of  professional  papers  that  are 
distributed  to  various  aviation  organizations  and  the  general 
public  as  required. 

To  provide  data  for  the  Automated  Comprehensive  Airman 
Information  System  (CAIS) 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  acces.sing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  on  magnetic  tapes,  in  file  fol¬ 
ders,  and  magnetic  disk. 

Retrievabiiity:  Data  is  retrieved  by  name,  dat^  of  birth  and  sex. 
social  security  numbers,  airman  numbers,  and  accident  number. 

Safeguards:  Magnetic  disk  and  magnetic  tape  -  Data  can  only  be 
retrieved  by  computer  operators  through  batch  process  methods. 
File  folders  are  maintained  in  a  secured  work  area  -  files  when  not 
in  use  are  kept  in, locked  cabinets  accessible  to  persons  with  a  need 
to  know.  ■■  • 

Retention  and  disposal:  Raw  files  are  destroyed  after  3  years  by 
shredding  ADP.  Magnetic  tapes  are  updated  monthly  records 
retained  up  to  10  years,  magnetic  disk  updated  continuously. 

System  manager(s)  and  address:  Chief,  Safety  Data  Branch,  Flight 
Standards  Technical  Division  Aeronautical  Center,  Oklahoma  City, 
Oklahoma  73125.  ^ 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  Sy  stem  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C,  20591 
Record  source  categories:  Data  is  collected  from  individuals, 
manufacturers  of  aircraft,  maintenance  inspectors,  accident  in¬ 
vestigators,  witnesses  to  accident,  and  involved  passengers. 

DOT/FAA  805 

System  name:  Administrative  Action  and  Legal  Enforcement 
System.  DOT/FAA 

System  location:  Portions  of  this  system  are  maintained  in  the  Of¬ 
fice  of  the  Chief  Counsel,  FAA,  Washington,  D.  C.,  and  Safety 
Data  Branch,  Aeronautical  Center,  Oklahoma  City,  Oklahoma. 
Originals  and  copies  of  some  records  are  maintained  in  field  offices 
and  Flight  Standards  and  Regional  Counsel’s  offices  in  the  Region 
of  occurrence. 
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Categories  of  ia^vMiials  CMered  by  the  eyatem:  Records  in  this 
system  are  on  individuals  against  whom  FAA  has  taken  administra¬ 
tive  action  or  legal  enforcement  action  for  violation  of  certain 
Federal  Aviation  Regulations. 

Individuals  or  companies  holding  Federal  Aviation 
Administration  certificates. 

Persons  charged  with  violating  FAA  regulations. 

Persons  allegedly  violating  FAA  regulations. 

Applicants  who  have  been  denied  airman  medical  certificates. 
Persons  denied  certificates  or  allegedly  violating  FAA 
regulations  who  have  appealed  to  the  National 
Transportation  Safety  Board  (NTSB)  or  the  courts. 

Categories  of  records  in  the  system: 

Safety  Compliance  Notices 
Letters  of  Reprimand 
Letters  of  Correction 

Final  action  legal  documents  in  enforcement  cases. 

Enforcement  and  airman  medical  denial  cases  on  appeal  to 
NTSB. 

Summary  of  violation  reports  and  enforcement  actions. 
Correspondence  of  Regional  Counsels  in  enforcement  cases. 
Violation  reports  on  alleged  FAA  certificate  violations  other 
than  medical  certificates.  These  reports  include  certificate 
number  and/or  social  security  numbers  of  alleged  violaters. 
Routine  ues  of  reemds  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Some  records  are  dis¬ 
closed  freely  to  all  members  of  the  public  and  government  agen¬ 
cies. 

Disclosed  to  the  Department  of  Justice  and  the  NTSB. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  lor  storing,  retrioing,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  stored  in  file  cabinets  and  on  mag¬ 
netic  tape. 

Retrievability:  Records  in  this  system  are  filed  chronologically 
and  crossindexed  alphabetically  by  name. 

Safeguards:  Records  are  kept  in  lockable  file  cabinets.  Magnetic 
tape  is  kept  in  in  a  secured  data  processing  facility.  : 

Retention  and  disposal:  Aeronautical  Center  records  are  trans¬ 
ferred  to  the  Federal  Records  Center  after  six  years  where  they  are 
destroyed  after  four  years.  Washington  records  are  sent  to  the 
Federal  Records  Center  when  the  case  is  closed  where  general 
aviation  cases  are  destroyed  after  one  year  and  Air  Carrier  cases 
are  destroyed  after  two  years.  Monthly  ADP  printouts  are 
destroyed  each  month.  Annual  printouts  are  retained  permanently. 

System  nianagcr(s)  and  address:  For  official  agency  legal  enforce¬ 
ment  action  records,  Chief,  Statistics  and  Dockets  Section,  En¬ 
forcement  Division,  Office  of  Chief  Counsel,  FAA,  800  Indepen¬ 
dence  Avenue,  SW,  Washington,  DC,  20591.  Regional  counsel  and 
Flight  Standards  offices  in  the  Region  of  occurrence  or  the  chief  of 
the  field  office  that  made  the  charge  maintain  selected  records. 

For  administrative  action  records.  Chief,  Safety  Data  Branch, 
Aeronautical  Center,  Oklahoma  City,  Oklahoma  73125,  and 
Flight  Standard  office  and  Regional  Counsel  in  the  region  of 
occurrence. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  prftcedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  ^s  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  th^selves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  SLegional  counsel,  NTSB,  Flight  Stan¬ 
dards  personnel.  Aeronautical  Center  personnel,  Office  of  Chief 
Counsel. 

Systems  exempted  from  certain  provisions  of  the  act:  System  is  ex¬ 
empt  from  certain  subsections  of  the  Privacy  Act.  The  purpose  of 
these  exemptions  is  to  protect  investigatory  materials  compiled  for 
law  enforcement  purposes.  Disdosure  of  such  material  would 
hamper  law  enfoncemeot  by  preamturely  disclosing  the  knowledge 
of  illegal  activity  and  the  evidentiafy  basis  for  possible  enforcement 
acdoas.  Tbe  exemption  rule  auy  be  found  on  page  49887  of  the 
Friday,  October  24«  197S«  issue  of  the  Federal  Register. 


DOT/FAA  806 

System  name:  Federal  Aviation  Administration  Employee  Payable 
System  DOT/FAA 

System  location:  Financial  Systems  and  Accounting  Operations 
Divisions,  Washington,  D.C.,  and  each  region  and  and  each  region 
arid  center  accounting  division.  Working  copies  of  certain  of  these 
records  are  held  by  the  organizations  employing  the  personnel. 

Categories  df  individuals  covered  by  the  system:  Federal  Aviation 
Administration  employees  and  civilians  who  work  for  the  United 
States  Coast  Guard. 

Categories  of  records  in  the  system:  This  system  contains  those 
records  required  to  insure  that  an  employee  receives  his  or  her  pay 
and  benefits  required  by  law.  It  includes  Master  Employee  Record, 
Annual  Leave  I^yroll  register,  FAA  Bond  Deductions  and  Bond  Is¬ 
sued,  Union  Dues,  FICA  Records,  City  Withholdings,  State 
Withholding,  Federal  Withholding,  Retirement,  Leave  without  pay. 
Pay  Scale,  Contributions,  Travel  Orders,  Travel  Advances,  Travel 
Vouchers,  Time  and  Attendance,  Overtime,  claims  relating  thereto. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  u-sers  and  the  purposes  of  such  uses:  This  System  is  used  to: 
Prepare  annual  report  and  reconcile  with  Gen.  Ledger 
Accounts 

Record  permanent  pay  changes 

List  leave  earned,  taken,  and/or  lost  and  new  balances  for 
employees 

Test  run  against  MEA  to  reflect  missing  T&A  cards  of 
employees 

.Summary  of  earnings  and  deductions  by  pay  periods 
History  of  checks  and  bonds  to  be  issued  and  magnetic  tape 
sent  to  Treasury  for  their  issuance. 

Report  dues  deducted  by  individuals  to  Unions 
Report  amounts  withheld  to  credit  financial  institutions  and 
charitable  organizations. 

Quarterly  summary  of  earnings  and  deductions 
Record  travel  advances  and  allowances 
Adjudicate  claims  for  reimbursements  which  are  sent  to 
G.A.O.  violation  of  law,  whether  civil,  criminal  or  regulatory 
in  nature,  and  whether  arising  by  general  statute  or  particular 
program  statute,  or  by  regulation,  rule  or  order  issued 
pursuant,  thereto,  the  relevant  records  in  the  system  or 
records  may  be  referred,  as  a  routine  use,  to  the  appropriate 
agency,  whether  federal,  state,  local,  or  foreign,  charged 
w  ith  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the 
statute,  or  rule,  regulation  or  order  issued  pursuant  therto. 
Extract  list  of  FICA  employees  for  reporting  earnings  and 
Deductions  to  IRS 

Used  to  report  state  tax  withholding  to  various  states  and  cities 
and  to  IRS. 

Record  temporary  pay  changes 

Notify  employees  of  pay  adjustments  processed 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  on  punched  card,  magnetic  tape  and 
in  file  folders. 

Retrievalnlity:  Records  are  maintained  in  employee  name  order 
and  employee  number. 

Safeguards:  Files  are  retained  mainly  in  Unsecured  work  area  but 
files  are  locked  during  non-duty  hours,  and  magnetic  tape  files  are 
kept  in  a  secured  computer  center  where  access  is  limited  to  agen¬ 
cy  personnel. 

Retention  and  disposal:  Some  records  are  microfilmed  annually, 
and  retained  as  historical  data.  Hard  copy  or  paper  files  are  filed  in 
a  locked  storage  room  or  lockable  file  until  G.A.O<  audits  the 
records  -  then  some  are  destroyed  and  some  are  retained  per¬ 
manently.  Some  records  are  destroyed  when  they  are  one  year  old. 

System  manager(s)  and  address:  Chiefs,  Financial  Systems  and 
Accoimting  Operations  Divisions 
800  Independence  Ave.,  S.W. 

Washington,  D.C.  20591 

Chief,  Accounting  Division,  Regional  Office  and  Centers 
address  listed  in  FAA  National  Field  Directory,  1000.23F. 
NotHicatiMi  praccdure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 
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Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Conte^ng  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  Data  is  collected  from  the  individual 
employees  and  from  time  and  attendance  clerks,  and  from  FA  A 
Manpower  Divisions. 

DOT/FAA  807 

System  name:  Police  Warrant  File  and  Central  Files  DOT/FAA 
System  location:  Police  Branches,  Washington  National  and 
DuUes  International  Airports  Investigation  and  Security  Division, 
Aeronautical  Center,  Oklahoma  City,  Oklahoma 

Categories  of  individuals  covered  by  the  system:  Individual  failing 
to  pay  Violation  Notice  and  individual  involved  in  a  situation 
requiring  a  police  report.  Individuals  cited  for  parking  and  a  traffic 
violation. 

Individuals  having  criminal  records. 

Categories  of  records  in  the  system:  Individual  Case  File,  File 
Cards  with  warrant  numbers,  arrest  records,  traffic  accident 
records,  injury  reports,  loss,  theft  and  complaints  Report,  traffic 
violations  notice  files. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
to  carry  out  such  required  functions  as: 

Check  for  wanted  individuals  and  vehicles 
Vehicle  registration  information 

Prior  offense  status,  to  testify  in  court  hearings,  to  assist  in 
case  preparation  by  U.S.  Attorney’s  Office 
See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders.  Stored  in  metal 
file  cabinets. 

Retrievability:  Data  is  retrievable  by  individual  name  and/or 
crossed  referenced  to  a  warrant  number  as  a  case  file  number. 

Safeguards:  Files  are  retained  in  a  secured  work  area  accessable 
only  by  consent  of  guard  on  duty. 

Retention  and  disposal:  Warrants  are  disposed  of  when  warrant 
has  been  paid,  case  file  are  kept  permanently.  Records  of  citations 
destroyed  after  one  year. 

System  manager(s)  and  address:  Director,  Metropolitan  Washing¬ 
ton  Airport  Service,  Washington  National  Airport  Hangar  9 
Washington,  D.C.  20001  Chief  of  Investigation  and  Security  Divi¬ 
sion,  Aeronautical  Center,  Oklahoma  City,  Oklahoma  73125 
Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  Agency  employees,  arresting  officers, 
investigating  officers,  other  agencies,  witnesses. 

Systems  exempted  from  certain  provisions  of  the  act:  System  is  ex¬ 
empt  from  certain  subsections  of  the  Privacy  Act.  The  purpose  of 
the  exemption’s  to  prevent  compromise  or  impariment  of  criminal 
investigations  conducted  by  the  Airport  Police  Branches.  The  ex¬ 
emption  rule  may  be  found  on  page  49887  of  the  Friday,  October 
24,  1975,  issue  of  the  Federal  Register. 

DOT/FAA  809 

System  name:  Motor  Vehicle  Operator/Examiner  System  DOT/FAA 
System  location:  These  records  are  maintained  in  the  offices  of 
those  organizations  throughout  the  FAA  who  have  vehicle  licensing 
and  operations  functional  responsibility. 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  regarding  all  FAA  employees  who  are 
licensed  to  drive  and/or  operate  government  vehicles. 


Cat^ories  of  records  fas  the  system:  This  system  of  records  con¬ 
tains  ii^oimation  regarding  license  application  and  test,  safe  driving 
awards,  accident  reports,  and  related  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  Determine  qualifications 
and  fitness  for  issuance,  revocation,  or  renewal  of  operator’s 
license. 

Processing  of  tort  claims 

Source  of  data  for  legal  inquiry 

Prepare  analytical  and  statistical  studies  and  reports. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  file  cabinets. 

Retrievability:  These  records  are  indexed  by  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  destroyed  three  years 
after  separation  of  the  employee  or  three  years  after  recision  of 
authorization  to  operate  government-owned  vehicles  whichever  is 
earlier. 

System  manager(s)  and  address:  Local  FAA  Motor  Vehicle 
Management  Officers 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  th  Administrator  of  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  Information  contained  in  this  system 
comes  from  the  individual  and  other  public  sources. 

DOT/FAA  810 

System  name:  Discrimination  Complaint  Files  DOT/FAA 
System  location:  These  records  are  maintained  at  FAA  regional 
and  center  Civil  Rights  Offices  and  at  the  FAA  Office  of  Civil 
Rights  in  Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  regarding  FAA  employees,  applicants 
for  FAA  employment  and  members  of  the  public  who  are  directly 
or  indirectly  involved  in  a  discrimination  complaint  filed  with  FAA. 

Categories  of  records  in  the  system:  Case  files  developed  in 
processing  complaints  of  discrimination. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Investigation  of  alleged 
discrimination 

Preparation  of  analytical  and  statistical  studies  and  reports. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  approved  security  files 
and  containers. 

Retrievability:  These  records  are  retrieved  by  name. 

Safeguards:  'Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  destroyed  five  years 
after  the  final  decision  is  rendered. 

System  manager(s)  and  address:  Director,  Office  of  Civil  Rights, 
ACR-1  FAA,  800  Independence  Ave.,  S.  W.  Washington,  D.C. 
20591,  and  regional  and  center  civil  rights  offices. 

NotiGcation  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  W591 
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Retrievability:  Data  is  filed  in  random  order  within  the  computer 
with  selections  being  on  name  of  the  indivdual.  File  folders  are 
retrieved  by  name. 

Safeguards:  Security  code  for  computer  program  is  limited  to 
those  who  have  a  need  to  know. 

Retention  and  disposal:  Records  are  maintained  as  active  files  for 
10  years  then  stored  on  magnetic  tapes  indefinitely. 

System  manager(s)  and  address:  Chief,  System  Effectiveness 
Branch,  AAT-23,  Air  Traffic  Service,  FAA  Washington,  D.  C., 
20591  and  the  chiefs  regional  AT  Divisions  and  field  facilities  where 
error  occurred. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee  800  Independence  Avenue,  S.  W.,  Washington,  D.  C. 
20591 

Record  source  categories:  FAA  Form  8020-7,  System  Error  Re¬ 
port  Form 

FAA  Form  8020-8,  ATS  Personnel  Report  Form 
DOT/FAA  813 

System  name:  Civil  Aviation  Security  System  DOT/FAA 
System  location:  These  records  are  maintained  at  FAA  Air  Trans¬ 
portation  Security  Field  Offices,  regional  Air  Transportation 
Security  Divisions  and  at  the  Civil  Aviation  Security  Service  in 
Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  regarding  hijackers,  potential 
hijackers,  extortionists,  terrorists,  and  other  individuals  who  have 
been  involved  or  might  be  involved  in  crimes  against  civil  aviation. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  regarding  hijacking  incidents,  potential  or 
suspected  hijackers,  explosives  or  devices  found  on  aircraft  or  at 
airports,  attempts  to  board  aircraft  with  concealed  weapons,  and 
other  civil  aviation  criminal  acts. 


Record  source  categories:  Information  contained  in  this  system 
comes  from  complaints  filed  by  complainants;  EEO  counselor  re¬ 
ports;  investigative  reports;  and  departmental  decisions.  21 

DOT/FAA  811 

System  name:  Employee  Health  Record  System  DOT/FAA 
System  location:  These  records  are  maintained  at  regional,  center 
and  Washington  FAA  Health  Units  and/or  dispensaries  or  other 
government  healtn  units  servicing  the  employees  geographic  loca¬ 
tion. 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  regarding  FAA  employees. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  documents  constituting  the  basic  medical  record  of  an  FAA 
employee,  including  medical  examination  reports,  laboratory 
findings,  correspondence,  retirement,  fitness  for  duty  examinations, 
and  related  papers. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  document  employee 
health  unit  visits  and  nature  of  complaint  or  physical  examination 
findings,  treatment  rendered  and  case  disposition.  Physical  ex¬ 
amination  findings  are  used  by  agency  officials  to  determine  em¬ 
ployee  fitness  for  duty  or  employment. 

To  refer  to  employee  private  physician  if  authorized  by  the 
employee  or  his  leg^  representative. 

To  prepare  analytical  and  statistical  studies  and  reports. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  approved  security  files 
and  containers. 

Retrievability:  These  records  are  indexed  by  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  destroyed  20  years 
after  the  date  of  last  entry. 

System  manager(s)  and  address:  Regional  Flight  Surgeon  within 
region  where  examination  was  conducted  and  Chief,  Aeromedical 
Services  Division,  Washington,  D.  C.  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  Information  contained  in  this  system 
comes  from  the  employee  and  from  attending  physicians  and  nurses 
and  from  associated  medical  reports. 

DOT/FAA  812 

System  name:  System  Error  Reporting  Program  DOT/FAA 
System  location:  FAA,  Air  Traffic  Service,  Evaluation  Stuff, 
Washington,  D.C.  Regional  Air  Traffic  Division,  and  all  Air  Traffic 
field  facilities. 

Categories  of  individuals  covered  by  the  system:  Any  Air  I'raffic 
Control  Specialist  involved  in  a  system  error 
Categories  of  records  in  the  system:  Reports  or  computer  printouts 
which  can  contain;  name  of  controller,  performance  appraisal  data, 
disciplinary  actions,  age,  grade, -date  of  birth,  physical  examination, 
medical  information,  home  address 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Statistical  analysis  for 
policy  development  and  release  to  the  public  under  the  Freedom  of 
information  Act. 

Released  for  investigative  pu^oses  to  the  NTSB  in  the  case  of 
accident/  incident/or  violation. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  All  data  is  stored  on  magnetic  tape  or  disk  file  and  file 
folders. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  the  event  that  a 
system  of  records  maintained  by  the  Federal  Aviation  Administra¬ 
tion  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine' use, 
to  the  appropriate  agency,  whether  Federal,  state,  local,  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the  statute,  or 
rule  regulation  or  order  issued  pursuant  thereto.  Source  of  data  re¬ 
garding  air  piracy  threats  for  dissemination  to  airport  and  air  carrier 
security  officers. 

Preparation  of  Alerts  and  Bulletins  on  threats  to  civil  aviation. 

Preparation  of  summaries  for  development/change  of  security 
procedures  in  civil  aviation. 

Respond  to  authorized  inquiries. 

Preparation  of  analytical  and  statistical  studies  and  reports. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  approved  security  files 
and  containers. 


Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  maintained  up  to  four 
years  after  which  they  are  updated,  revised,  retired,  or  destroyed. 

System  manager(s)  and  address:  Chief,  Operations  Liaison  Staff, 
ACS-20,  Civil  Aviation  Security  Service,  Federal  Aviation  Adminis¬ 
tration,  800  Independence  Ave.,  S.W..  Washington,  D.C.  20591,  and 
regional  Air  Transportation  Security  organizations. 


Retrievability:  These  records  are  indexed  by  name  and  or  in¬ 
cident. 
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Notilication  procedure:  Individuals  wishing  to  see  their  records 
may  appear  in  person  or  or  submit  in  writing  a  request  identifying 
record  desired.  For  identification  an  individual  must  submit  his  or 
her  name  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  information 
about  themselves  in  this  system  of  records  should  contact  or  ad¬ 
dress  their  inquiries  to  the  System  Manager 
ContesUng  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Avenue,  S.  W.,  Washington,  D.  C. 
20591 

Record  source  categories:  Information  contained  in  this  system 
comes  from  other  FAA  records;  Federal,  State  or  local  agencies; 
foreign  sources;  public  record  sources;  and  third  parties. 

DOT/FAA  814 

System  name:  Equal  Employment  Opportunity  Minority/Female 
Statistical  Reporting  System  DOT/FAA 
System  location:  These  records  are  maintained  at  FAA  regional 
and  center  Civil  Rights  Offices  and  at  the  FAA  Office  of  Civil 
Rights  in  Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  on  all  FAA  employees. 

Cat^ories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  (187  data  elements)  such  as  name,  organization, 
social  security  number,  racial  background,  etc. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Monitor  and  evaluate 
status  and  progress  of  minority /female  employment. 

Preparation  of  analytical  and  statistical  studies  and  reports. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  in  the  form  of  magnetic  tape  and  com¬ 
puter  listings  and  are  stored  in  magnetic  tape  security  areas  and  in 
file  cabinets. 

Retrievability:  These  records  are  retrieved  by  name 
Safeguards:  Access  to  data  in  this  system  is  limited  to  the 
Director,  Office  of  Civil  Rights,  or  to  those  authorized  by  him. 

Retention  and  disposal:  This  system  is  updated  monthly  and  the 
replaced  master  tape  is  reused  in  the  normal  data  processing 
manner. 

System  manager(s)  and  address:  Director,  Office  of  Civil  Rights, 
FAA,  800  Independence  Ave.,  S.W.,  Washington,  D.C.  20591  and 
regional  and  center  Civil  Rights  Offices. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  Personal  Observation 
Self  Identification 
Manpower  records 
Organization  Records 

DOT/FAA  815 

System  name:  Investigative  Record  System.  DOT/FAA 
System  location:  These  records  are  maintained  at  FAA  regional 
and  center  Air  Transportation  Security  Divisions  and  Investigations 
and  Security  Division,  Aeronautical  Center;  Office  of  Investiga¬ 
tions  and  Security  in  Washington,  DC;  and  Federal  Records  Cen¬ 
ters. 

Categories  of  individuals  covered  by  the  system:  Current  and 
former  applicants  for  FAA  employment 
Current  and  former  FAA  employees 

Individuals  considered  for  access  to  classified  information  or 
restricted  areas  and/or  security  determinations  as 
contractors,  employees  of  contractors,  experts,  instructors, 
and  consultants  to  Federal  programs. 


Aircraft  owners 
Flight  Instructors 
Pilots 
Mechanics 

Designated  FAA  representatives 
Other  individuals  certificated  by  FAA 
Individuals  involved  in  tort  claims  against  the  FAA 
Categories  of  records  in  the  system:  Results  of  investigations  and 
inquiries  conducted  by  the  Office  of  Investigations  and  Security; 
FAA  regional  and  center  Air  Transportation  Security  Divisions  and 
Investigations  and  Security  Division,  Aeronautical  Center;  reports 
of  investigations  conducted  by  Federal,  state,  and  local  investiga¬ 
tive  agencies  which  relate  to  the  mission  and  function  of  the  Office 
of  Investigations  and  Security  and  field  elements. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

In  the  event  of  an  indication  of  any  violation  or  potential  viola¬ 
tion  of  the  law,  whether  civil,  criminal,  or  regulatory  in  nature,  and 
whether  arising  by  statute,  or  by  regulation,  rule  or  order  issued 
pursuant  thereto,  the  relevant  records  in  the  system  of  records  may 
be  referred,  as  a  routine  use,  to  the  appropriate  agency  whether 
Federal,  state,  local,  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforc¬ 
ing  such  referral  shall  also  include,  and  be  deemed  to  authorize, 

(1)  any  and  all  appropriate  and  necessary  uses  of  such  records 
in  a  court  of  law  and  before  an  administrative  board  or 
hearing,  including  referrals  related  to  probation  and  parole 
matters,  and 

(2)  such  other  inter-agency  referrals  as  may  be  necessary  to 
carry  out  the  receiving  agency’s  assigned  law  enforcement 
duties. 

To  authorized  officers  and  employees  of  FAA  and  other  agencies 
and  departments  of  the  Federal  Government,  and  the  District  of 
Columbia  Government,  having  an  interest  in  the  individual  for  em¬ 
ployment  purposes,  including  a  security  clearance  or  access  deter¬ 
mination,  and  a  need  to  evaluate  qualifications,  suitability,  and 
loyalty  to  the  United  States  Government. 

Officials  from  FAA  and  DOT  administrative,  operating  and  regu¬ 
latory  components  who  require  access  to  the  case  file  to  fullfill 
their  responsibilities  contained  in  Executive  Orders,  Civil  Service 
Commission  Regulations,  Federal  Aviation  Regulations  and  Orders 
or  Federal  statutes. 

Authorized  representatives  of  Federal  agencies  and  departments 
who  require  access  to  the  file  pursuant  to  an  investigation  or 
inquiry  conducted  under  appropriate  statutes.  Executive  Orders  or 
administrative  procedures  of  Federal  Government.  This  can  include 
investigations  completed  by  FAA  and  referred  to  other  Federal 
agencies  for  further  investigation,  prosecution  or  administrative  ac¬ 
tion. 

To  authorized  officers  and  employees  of  FAA  having  the  respon¬ 
sibility  to  grant  security  clearance,  make  determinations  regarding 
access  to  classified  information  or  restricted  areas,  or  to  evaluate 
qualifications,  suitability,  or  loyalty  to  the  United  States  Govern¬ 
ment,  in  connection  with  performace  of  a  service  to  the  Federal 
Government  under  a  contract  or  other  agreement. 

As  a  data  source  for  management  information  for  production  of 
summary  descriptive  statistics  and  analytical  studies  in  support  of 
the  function  for  which  the  records  are  collected  and  maintained,  or 
for  related  personnel  management  functions  or  manpower  studies; 
may  also  be  utilized  to  respond  to  general  requests  for  statistical  in¬ 
formation  (without  person^  identification  of  individuals). 

See  Prefatory  Statement  of  General  Routine  U  ses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  stored  in  approved  security  file 
cabinets  and  containers. 

Retrievability:  These  records  are  indexed  alphabetically  by  name. 
Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  retired  to  the  Federal 
Records  Center  four  years  after  close  of  case  and  retained  in¬ 
definitely. 

Any  records  authorized  for  destruction  arc  destroyed  by 
approved  methods. 

System  managers)  and  addren:  The  FAA  investigative  Record 
System  is  decentralized  and  requests  for  silch  records  should  be 
directed  to  the  appropriate  system  manager  as  follows; 
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For  the  Washington  Metropolitan  area,  excluding  Eastern 
Region  jurisdiction;  Director  of  Investigations  and  Security, 

800  Independence  Avenue,  SW,  Washington,  D.C.  20591. 

For  the  geographical  area  under  the  jurisdiction  of  the  various 
regions:  Chief,  Air  Transportation  Security  Division,  of  the 
appropriate  region. 

For  the  jurisdiction  of  the  National  Aviation  Facilities 
Experimental  Center  (NAFEC);  Chief,  Air  Transportation 
Security  Division,  NAFEC,  Atlantic  City,  New  Jersey, 

08405. 

For  the  jurisdiction  of  the  Aeronautical  Center:  Chief. 
Investigations  and  Security  Division,  Aeronautical  Center, 
Oklahoma  City,  Oklahoma,  73126.  ' 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
or  not  the  system  contains  a  record  pertaining  to  him  or  to  her  by 
addressing  a  written  request  to  any  of  the  systems  managers 
identified  above.  The  request  should  include  the  full  name  and  date 
and  place  of  birth  of  the  individual,  and  any  available  information 
regarding  the  type  of  record  involved,  and  the  category  of  in¬ 
dividual  under  which  the  requester  feels  he  or  she  fits. 

Record  access  procedures:  Individuals  who  wish  to  gain  access  to 
such  records  should  contact  the  system  manager.  However  in¬ 
vestigative  data  compiled  for  law  enforcement  purposes  may  be  ex¬ 
empt  from  the  access  provision  pursuant  to  5  U.S.C.  552a(kM2)  and 
(kH5). 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee  800  Independence  Avenue,  S.  W.,  Washington,  O.  C. 
20591 

Record  source  categories:  These  records  contain  information  t>b- 
tained  from  interviews,  review  of  records  and  other  authorized,  ap¬ 
plicable  investigative  techniques. 

Systems  exempted  from  certain  provisions  of  the  act:  System  is  ex¬ 
empt  from  certain  subsections  of  the  Privacy  Act.  The  purpose  of 
the  exemption  is  to  protect  investigatory  Materials  Compiled  for 
law  enforcement  purposes.  The  exemption  rule  may  be  found  on 
page  49887  of  the  Friday,  October  24,  1975,  issue  of  the  Federal 
Register. 

DOT/FAA  816 

System  name:  Tort  Claims  and  Personal  Property  Claims  Record 
System  DOT/FAA 

System  location:  These  records  are  maintained  at  regional  and 
center  FAA  Counsel  offices. 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  regarding  Tort  and  property  claimants 
who  have  filed  claims  against  the  government/FAA. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  reports,  vouchers,  witness  statements,  legal  decision,  and  re¬ 
lated  material  pertaining  to  claims  by  or  against  the  government 
resulting  from  FAA  transactions,  other  than  litigation  cases. 
Approved  claims  are  sent  to  the  Accounting  Division  for 
certification  and  payment  by  Treasury  check. 

Routine  uses  of  reeords  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Investigation  Purposes 
Reference  Purposes 
Court  Action 

Doubtful  claims  are  sent  by  Accounting  Division  to  (i.A.O.  for 
adjudication. 

Some  larger  claims  go  to  Department  of  Justice  for  approval  or 
disapproval. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  stored  in  approved  file  cabinets  and 
containers 

Retrievahility:  These  records  are  indexed  by  name 
Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access 
Retention  and  disposal:  These  records  are  destroyed  three  years 
after  the  final  decision  is  rendered 
System  managerfs)  and  address:  Regional  and  center  counsels. 
Notification  procedure:  Individuals  who  wish  to  know  if  they  ap* 
pear  in  this  system  should  contact  the  system  manager. 


Record  access  procedures:  Individuals  who  wish  to  gain  access  to 
their  records  should  contact  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Associate  Adminis¬ 
trator  for  Administration,  800  Independence  Ave.,  S.W.,  Washing¬ 
ton.  D.C.  20591. 

Record  source  categories:  Claimant 
Investigation  Reports 
Courts 

DOT/FAA  817 

System  name:  Defense  Mobilization  Emergency  Record  System 
DOT/FAA 

System  location:  These  records  are  maintained  at  all  FAA  loca¬ 
tions 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  on  all  FAA  employees. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  such  as  name,  address  and  telephone  numbers 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  contact  FAA  person¬ 
nel  for  defense,  or  emergency  readiness  purposes 
See  prefatory'  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  stored  in  file  folders  and/or  file 
cabinets. 

Retrievahility:  These  records  are  retrieved  by  name 
Safeguards:  Access  to  data  in  this  system  is  limited  to  those  per¬ 
sons  whose  official  duties  require  such  access 

Retention  and  disposal:  These  records  are  destroyed  when  super¬ 
seded  or  obsolete 

System  manager(s)  and  address:  Local  FAA  Defense  Readiness 
Officer 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  tq  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20.591 
Record  source  categories:  Employees,  employees  records 
DOT/FAA  819 

System  name:  Psychological  Support  for  Air  Traffic  Controller 
Health  Program  and  Air  Traffic  Controller  Applicant  Screening 
System  DOT/FAA 

System  location:  Behaviorial  Science  Division,  Office  of  Aviation 
Medicine,  Federal  Aviation  Administration,  800  Independence 
Avenue,  S.W.,  Washington,  D.  C.  20591.  Regional  Flight  Surgeons 
in  region  where  individual  is  employed. 

Categories  of  individuals  covered  by  the  system:  Air  Traffic  Con¬ 
trol  Specialist,  applicants  for  air  traffic  control  specialist 
Categories  of  records  in  the  system:  Psychological  test  results. 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assist  the  agency  in 
determining  an  individual’s  fitness  to  be  a  controller. 

To  assist  the  agency  in  establishing  Job  Standards. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  file  folders  on  magnetic 
tape  and  on  punch  cards  and  answer  sheets. 

Retrievahility:  Files  are  retrieved  by  name,  date  of  birth  and  sex. 
Safeguards:  File  cabinets  are  kept  locked  when  not  in  use.  Mag¬ 
netic  tape  and  computer  program  used  with  the  tapes  are  under  the 
control  of  those  who  have  a  need  to  know.  Answer  sheets  are 
destroyed  after  input  to  computer.  Punch  cards  are  stored  in  card 
files. 
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Retention  and  disposal:  Records  are  retained  as  historical  statisti¬ 
cal  records. 

System  manager(s)  and  address:  Chief,  Behaviorial  Science  Divi¬ 
sion,  Office  of  Aviation  Medicine,  Federal  Aviation  Administra¬ 
tion,  800  Independence  Avenue,  S.W.  Washington,  D.C.  20591.  Re¬ 
gional  Flight  Surgeons  in  region  where  individual  is  employed. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  All  the  data  in  this  system  is  collected 
from  the  individual  applicants  and  controllers. 

DOT/FAA  820 

.System  name:  Pending  legislation  (Employee’s)  -  Private  Relief  and 
Public/Private  Laws  (Employee’s)  Private  Reliefs  DOT/FAA 
System  location:  This  system  of  records  is  located  in  the  Office 
of  Chief  Counsel,  Federal  Aviation  Administration,  800  Indepen¬ 
dence  Avenue,  S.  W.,  Washington,  D.  C.  20591. 

Categories  of  individuals  covered  by  the  system:  FAA  employees 
for  whom  Private  relief  legislation  has  been  introduced  in  Congress. 

Categories  of  records  in  the  system:  Travel  information,  litigation 
reports,  collection  vouchers,  and  real  estate  contracts 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  system  is  for 
reference  in  order  to  formulate  FAA’s  position  on  proposed  private 
relief  legislation  for  FAA  employees. 

All  information  is  released  to  the  Office  of  Management  and 
Budget. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Information  is  stored  in  file  cabinets. 

Retrievability:  Data  indexed  and  retrieved  by  name  of  employee 
and  employee  number. 

Safeguards:  No  special  safeguards  required. 

Retention  and  disposal:  Records  are  transferred  to  Federal 
Records  Center  or  destroyed  when  no  longer  needed. 

System  manager(s)  and  address:  Legislative  Assistant,  Legislative 
Staff,  Office  of  Chief  Counsel,  FAA,  800  Independence  Avenue,  S. 
W.  ,  Washington,  D.  C.  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  Data  obtained  from  Members  of  Con¬ 
gress  and  FAA  records. 

DOT/FAA  821 

System  name:  Litigation  and  Claims  Files  with  Docket  Sheet  and 
Card  Catalogue  Index  for  cross  reference  DOT/FAA 
System  location:  This  system  of  records  is  maintained  within  the 
Office  of  the  Chief  Counsel,  FAA,  800  Independence  Avenue,  S. 
W.  ,  Washington,  D.  C.  20591. 

Categories  of  individuals  covered  by  the  system:  This  file  contains 
information  on  Litigants,  Claimants,  Witnesses,  Plaintiff’s  Attor¬ 
ney,  FAA  Attorney  and  I^partment  of  Justice  Attorney,  etc. 

Categories  of  records  in  the  system:  Litigation  and  claim 
pleadings,  discovery  material,  related  documents  (including 
background  data  on  individual  involved)  memoranda,  correspon¬ 
dence,  and  other  material  necessary  to  respond  to  claims  or  prepare 
for  litigation  Or  hearings.  Types  of  claims  or  I^ation:  aircraft  ac¬ 
cidents,  auto  accidents,  personnel  and  general  litigation. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  documents  are 
produced  or  used  in  and  for  litigation  and  claims. 

These  documents  are  disclosed  to  the  Department  of  Justice. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Data  is  stored  in  lockable  and  unlockable  file  cabinets, 
individuals  attorneys’  offices,  binders,  and  index  files. 

Retrievability:  Access  is  by  name,  location  of  accident,  and/or 
docket  number. 

Safeguards:  Data  from  these  files  are  retrievable  only  by  persons 
within  the  Office  of  the  Chief  Counsel. 

Retention  and  disposal:  Litigation  files  are  kept  for  two  years 
after  case  is  closed,  then  sent  to  the  Federal  Records  Center.  All 
other  records  in  this  system  are  retained  indefinitely. 

System  manager(s)  and  address:  System  manager  for  this  system 
is  Chief,  Litigation  Division,  Office  of  Chief  Counsel,  Federal 
Aviation  Administration,  800  Independence  Ave.,  SW,  Washington, 
D.C.,  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  Employees  of  the  Office  of  Chief  Coun¬ 
sel,  Federal  courts,  individuals  and  their  attorney,  FAA  records, 
litigation  files,  etc. 

DOT/FAA  822 

System  name:  Aviation  Medical  Examiner  System.  DOT/FAA 
System  location:  Aeromedical  Education  Branch,  Civil  Aeromedi- 
cal  Institute,  Aeronautical  Center,  Oklahoma  City,  Oklahoma 
73125.  Regional  Flight  Surgeons  in  all  regional  headquarters. 

Categories  of  individuals  covered  by  the  system:  Private  physicians 
appointed  as  Aviation  Medical  Examiners  and  selected  military 
units  through  agreement  with  the  Surgeon  Generals. 

Categories  of  records  in  the  system:  The  system  includes  records 
necessary  to  the  operation  of  the  system  to  establish  qualifications 
of  physicians,  identification  as  to  location  within  the  system,  actual 
performance  in  support  of  the  system  and  records  pertaining  to 
training  received  from  the  system. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

By  the  Aeromedical  Education  Branch,  AME  Section,  to 
determine  training  needs. 

By  Regional  Flight  Surgeons  to  evaluate  the  physicians 
performance  in  the  AME  System  and  determine 
reappointments. 

By  the  Office  of  Aviation  Medicine  in  Washington,  D.C.,  in 
policy  determination. 

By  General  Aviation  District  Offices  in  locating  and  obtaining 
support  of  qualified  AMEs. 

By  private  organizations  needing  to  contact  and  utilize  the 
physician’s  services  in  his  capacity  of  an  AME. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Card  file,  file  folders,  magnetic  tapes,  and  hard  copy. 
Retrievability:  Information  stored  by  Region,  State,  Name  and 
Control  Number. 

•  Safeguards:  File  rooms  with  restricted  access,  3  combination  safe 
with  access  by  authorized  personnel. 

.  Retention  and  disposal:  Permanent  record  files,  permanent  record 
hard  copy  files,  magnetic  tapes  -  storage  with  updating  continu¬ 
ously. 

System  manager(s)  and  address:  Records  from  Master  files,  Chief, 
Aeromedical  Education  Branch,  Aeronautical  Center,  Oklahoma 
City,  Oklahoma  73125.  Regional  files  from  Regional  Flight  Surgeon 
within  Rejgion  wherein  the  AME  is  appointed. 
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Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.W.,  Washington,  D.C.  20591. 

Record  source  categories:  Information  is  obtained  from  the  Avia¬ 
tion  Medical  Examiners  themselves. 

DOT/FAA  823 

System  name:  Working  Level  Personnel  Folder  System  DOT/FAA 

System  location:  This  system  of  records  is  found  at  all  FAA  field 
offices  physically  separated  from  the  Personnel  Office  which  main¬ 
tains  the  employee’s  Official  Personnel  Folder. 

Categories  of  individuals  covered  by  the  system:  This  system  con¬ 
tains  information  regarding  FAA  employees. 

Categories  of  records  in  the  system:  This  system  contain^  only  in¬ 
formation  regarding  the  employee's  experience,  education,  training, 
special  qualifications  and  skills,  position  description,  performance 
appraisals  and  conduct. 

Routine  uses  of  records  maintained  in  the  system,  including  catego- 
r'les  of  users  and  the  purposes  of  such  uses: 

To  assist  local  supervisors  in  managing  their  personnel  more 
effectively. 

To  assist  in  the  development  and  implementation  of  a  viable 
employee  productivity  improvement  program. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  files  are  stored  in  file  cabinets. 

Retrievability:  These  files  are  retrieved  by  name. 

Safeguards:  Access  and  use  of  these  files  are  limited  to  those 
who’s  official  duties  require  such  access. 

Retention  and  disposal:  These  fUes  are  destroyed  three  months 
after  transfer  or  termination  of  service. 

System  managerfs)  and  address:  FAA  Field  Office  Supervisors. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 

Record  source  categories:  Information  in  this  system  of  records 
either  comes  from  the  individual  to  whom  it  applies  or  is  derived 
from  information  he  supplied. 

DOT/FAA  824 

System  name:  Medical  Exemptions  -  Public  Dockets  DOT/FAA 

System  location:  The  Office  of  Chief  Counsel,  FAA,  800  Indepen¬ 
dence  Avenue,  S.  W.,  Washington,  D.  C.  20591. 

Categories  of  individuals  covered  by  the  system:  Persons  petition¬ 
ing  for  a  medical  exemption  under  Federal  Aviation  Regulations. 

Categories  of  records  in  the  system:  Petitions  for  exemption,  sup¬ 
porting  and  supplementary  documentation  submitted  by  petitioners, 
correspondence,  and  the  grant  or  denial  of  the  exemption. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compliance  with  statuto¬ 
ry  and  regulatory  provisions  for  public  accessibility  to  rulemaking 
actions. 

V  Disclosure  to  general  public  and  other  agencies. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Original  and  copies  of  records  in  file  folders. 

Retrievability:  Retrieved  by  exemption  number,  docket  number, 
or  alphabetical  listing  of  petitioner  names. 


Safeguards:  Access  through  request  to  Docket  Specialist. 

Retention  and  disposal:  Dockets  are  reained  indefinitely;  destruc¬ 
tion  not  authorized. 

System  manager(s)  and  address:  Docket  and  Regulations  Spe¬ 
cialist,  Office  of  the  Chief  Counsel,  FAA,  800  Independence 
Avenue,  S.  W.  Washington,  D.  C.  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  Office  of  Aviation  Medicine,  FAA,  800 
Independence  Avenue,  S.  W.,  Washington,  D.  C.  20591, 

DOT/FAA  825 

System  name:  Petitions  for  Rulemaking  -  Public  Dockets  DOT/FA. A 
System  location:  Located  in  the  Office  of  the  Chief  Counsel, 
Federal  Aviation  Administration,  Washington,  D.C.  20591. 

Categories  of  individuals  covered  by  the  system:  Persons  petition¬ 
ing  for  a  change  in  the  Federal  Aviation  Regulations. 

Categories  of  records  in  the  system:  Petitions  for  rulemaking,  cor¬ 
respondence,  documents  showing  disposition  of  the  petition  and 
public  comments  on  any  resulting  NPRM. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compliance  with  statuto¬ 
ry  and  regulatory  provisions  for  public  accessibility  to  rulemaking 
actions.  Disclosure  to  general  public  and  other  government  agen¬ 
cies. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrioing,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Original  and  copies  of  records  are  stored  in  unlocked  file 
cabinets. 

Retrievability:  Retrieved  by  e.xemption  number,  docket  number, 
or  alphabetical  listing  of  petitioner  names. 

Safeguards:  Access  tlirough  request  to  Dockets  Specialist. 

Retention  and  disposal:  Transferred  to  Federal  Records  Center 
when  inactive;  destruction  not  authorized. 

System  manager(s)  and  address:  Docket  and  Regulations  Spe¬ 
cialist,  Office  of  the  Chief  Counsel,  FAA,  800  Independence 
Avenue,  S.  W.,  Washington,  D.  C.  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  Petitions  for  rulemaking. 

DOT/FAA  826 

System  name:  Petitions  for  Exemption  (Other  than  Medical  Exemp¬ 
tion)  -  Public  Dockets  DOT/FAA 
System  location:  Located  in  the  Office  of  Chief  Counsel,  FAA, 
Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  Persons  petition¬ 
ing  for  an  exemption  (other  than  medical)  under  the  Federal  Avia¬ 
tion  Regulations. 

Categories  of  records  in  the  system:  Petitions  for  exemptions,  sup¬ 
plementary  information,  and  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Compliance  with  statuto¬ 
ry  and  regulatory  provisions  for  public  accessibility  to  rulemaking 
actions. 

Disclosure  to  general  public  and  other  government  agencies. 

See  prefatory  statement  of  general  routine  uses. 
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Policies  tnd  practices  tor  storing,  retrieving,  accessing,  retainhg, 
and  disposing  of  records  in  the  system: 

Storage:  Original  and  copies  of  records  stored  in  unlocked  ffle 
cabinets. 

Retrievability:  Retrieved  by  exemption  number,  docket  number, 
or  alphabetical  listing  of  petitioner  names. 

Safeguards:  Access  through  request  to  Dockets  Specialist. 

Retention  and  disposal:  Transferred  to  Federal  Records  Center 
when  inactive;  destruction  not  authorized. 

System  manager(s)  and  address:  Docket  &  Regulations  Specialist, 
AGC-24,  Office  of  Chief  Counsel,  FAA,  800  Independence 
Avenue,  SW,  Washington,  DC,  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  Petitions  for  exemptions. 

DOT/FAA  827 

System  name:  Environmental  Litigation  Files  DOT/FAA 
System  location:  Located  in  the  Office  of  Chief  Counsel,  FAA, 
Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  Litigants,  wit¬ 
nesses,  plaintiff’s  attorney,  FAA  attorney.  Department  of  Justice 
Attorney,  etc. 

Categories  of  records  in  the  system:  Information  on  litigation, 
pleadings,  discovery  material,  related  documents,  (including 
background  data  on  individual  involved),  memoranda,  correspon¬ 
dence,  and  other  material  necessary  to  respond  to  claim  or  prepare 
for  litigation  or  hearings. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Litigation;  documents 
are  produced  or  used  in  and  for  litigation  and  are  disclosed  to  the 
Department  of  Justice. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  stored  in  locked  and  unlocked  file  cabinets 
and  individual  attorney’s  offices. 

Retrievability:  Retrieved  by  caption  of  the  particular  litigation. 
Safeguards:  Access  by  Office  of  Chief  Counsel  personnel  only. 
Retention  and  disposal:  Files  are  kept  for  two  years  after  case  has 
been  closed  and  then  sent  to  Records  Center. 

System  manager(s)  and  address:  Chief,  Environmental  Staff,  Of¬ 
fice  of  Chief  Counsel,  FAA,  800  Independence  Avenue,  SW, 
Washington,  DC,  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who*  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20591 
Record  source  categories:  Federal  courts,  individuals  and  their  at¬ 
torneys,  FAA  records,  litigation  files,  etc.  4.6;sure; 

DOT/FAA  828 

System  name:  Physiological  Training  System.  DOT/FAA 
System  location:  Aeromedical  Education  Branch,  Civil  Aeromedi- 
cal  Institute,  Aeronautical  Center,  Oklahoma  City,  Oklahoma 
73125. 

Categories  of  individuals  covered  by  the  .system:  The  training  is 
primarily  of  benefit  to  pilots.  It  is  also  recommended  for  other  air 
crew  personnel.  Air  Traffic  Controllers,  Aviation  Medical  Ex¬ 
aminers,  and  other  personnel  from  the  national  aviation  system. 


Categories  of  record  In  the  system:  The  system  includes  records 
necessary  to  establish  qualifications  of  eligibility  to  receive 
Physiologic^  Training,  maintain  accountability  of  funds  required 
for  training  and  transfer  of  funds  to  involved  agencies,  and  to  pro¬ 
vide  proper  evidence  of  training. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

By  the  Aeromedical  Education  Branch,  Physiological  Training 
Section,  to  determine  training  qualifications. 

By  the  Accounting  Division,  General  Accounting  Branch,  for 
receipt  and  transfer  of  training  funds. 

By  the  Aeromedical  Education  Branch,  Physiological  Training 
Section,  to  provide  proper  evidence  of  training. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Card  file,  and  file  folders. 

Retrievability:  Information  files  by  name  and  location  of  training. 

Safeguards:  Files  access  restricted  to  Aeromedical  Education 
Branch  personnel. 

Retention  and  disposal:  Files  are  retained  for  3  years  after 
completion  of  training  and  then  disposed. 

System  manager(s)  and  address:  Chief,  Aeromedical  Education 
Branch,  Aeronauticsd  Center,  Oklahoma  City,  Oklahoma  73125. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.W.,  Washington,  D.C.  20591. 

Record  source  categories:  Information  is  obtained  from  the  in¬ 
dividuals  themselves. 

DOT/FAA  829 

System  name:  Working  Level  Files  for  Employees  assigned  over¬ 
seas  (Permanently  and  TDY)  and  Employees  Transferred  to  an 
International  Organization.  DOT/FAA 

System  location:  These  records  are  maintained  in  the  FAA  Office 
of  International  Aviation  Affairs  (OIAA),  Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  All  employees 
that  go  on  overseas  assignments,  for  OIAA,  ICAO,  and  employees 
on  temporary  foreign  travel  for  FAA. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains:  name;  date  and  place  of  birth;  names  and  dates  of  birth  of 
dependents;  position  title;  grade  and  salary;  marital  status,  educa¬ 
tion;  knowledge  of  foreign  language(s);  home  address  and  phone 
number;  country  and  medical  clearances  (DSL-820  and  DS-823), 
medical  waivers,  listing  of  all  employees  cleared  or  issued  medical 
wavers  by  Department  of  State;  professed  rel^on;  check,  savings, 
allotment,  and  savings  bonds  mailing  information;  information  con¬ 
cerning  shipment  of  household  and  personal  effects,  storage,  au¬ 
tomobile  and  allowances;  training  records  (Foreign  Service  Institute 
and  Agency  for  International  Development);  tort  claims;  travel 
vouchers;  SF-50  (for  employees  transferred  to  an  International  Or¬ 
ganization). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Used  to  obtain  country  clearances  for  overseas  assignments. 

To  provide  AID  and  DOS  with  required  information  relating  to 
medical  and  emergency  evacuation,  emergency  travel,  etc. 
Used  to  compile  reports  and  provide  listings  to  the  Department 
of  State,  (verbal  and  written) 

Used  to  obtain  approval  for  foreign  travel,  passport  and  visa 
services. 

Used  to  enroll  employees  in  training.  Used  to  prepare  travel 
orders  and  vouchers. 

Used  to  determine  allowable  allowances  and  other  benefits. 
Used  to  provide  information  to  embassies  in  countries  of 
assignment. 

Used  to  obtain  medical  and  security  clearances. 

To  intercede  for  employees  concerning  salary,  personocl 
actions,  allowances,  leave  and  benefits. 

Used  to  verify  medical  claims. 

See  prefatory  statement  of  general  routine  uses. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaininf, 
and  disposing  of  records  in  the  system: 

Storage:  These  files  are  stored  in  locked  cabinets. 

Retrievability:  Are  retrieved  by  name. 

Safeguards:  Access  and  use  are  limited  to  those  who’s  official  du>. 
ties  require  such  access. 

Retention  and  disposal:  Are  destroyed  three  years  after  termina* 
tlons  of  employees  service. 

System  manager(s)  and  address:  Executive  Officer,  Office  of  In* 
temational  Aviation  Affairs,  Federal  Aviation  Administration,  800 
Independence  Ave.,  S.W.,  Washington,  D.C.  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in* 
formation  about  themselves  in  this  system  of  records  should  con* 
tact  or  address  their  inquiries  to  the  System  Manager. 

.  Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegate,  800  Independence  Ave.,  S.W.,  Washington,  D.C.  20591. 

Record  source  categories:  Information  in  this  system  of  records 
either  comes  from  the  individual  to  whom  it  applies  or  is  derived 
from  information  he  supplied. 

DOT/FAA  830 

System  name:  Representatives  of  the  Administrator  DOT/FAA 
System  location:  This  system  is  located  and  maintained  as  a 
decentralized  system  with  all  delegation  being  maintained  at 
General  Aviation  District  Offices,  Air  Carrier  District  Offices, 
Flight  Standards  District  Offices,  Engineering  and  Manufacturing 
District  Offices  and  the  International  Flight  Standards  Offices 
where  delegation  was  made  and  at  the  Aeronautical  Center  and 
FAA  Headquarters  Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  People  with  spe¬ 
cial  capabilities  are  delegated  to  perform  special  tests  for  the  agen¬ 
cy,  aircraft  maintenance  inspectors,  parchute  examiners,  pilot  ex¬ 
aminers  (Private,  Commercial  and  Instrument),  engineering 
representatives,  and  manufacturing  inspection  representatives, 
technical  personnel  examiners.  Air  Traffic  Control  Tower  operator 
examiners,  aviation  medical  examiners,  and  Forensic  Pathologists. 

Categories  of  records  in  the  system:  Records  on  qualification,  cer¬ 
tification,  and  appointment  authorization. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  >purposes  of  such  uses:  To  identify  and  verify 
those  individuals  that  are  permitted  to  perform  special  tasks  for  the 
FAA.  During  accident  investigations  these  individual  could  be  used 
to  inspect  parts  of  the  aircraft  to  assist  in  determining  cause  of  ac¬ 
cident. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  Records  are  filed  by  designee  name  and  retrieved 
by  same. 

Safeguards:  Records  are  stored  in  lockable  file  cabinets. 

Retention  and  disposal:  Records  are  retained  during  the  life  of  the 
designation,  then  destroyed  2  years  after  expiration  of  the  designa¬ 
tion. 

System  manager(s)  and  address:  Chief  of  the  office  where  the 
designation  was  made. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  thisi  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Ave.,  S.W.,  Washington,  D.C.  20591. 

Record  source  categories:  Information  in  this  system  of  records 
either  comes  from  the  individual  1o  whom  it  applies  or  is  derived 
from  information  he  supplied. 


DOT/FHWA  221 

System  name:  United  States  Department  of  Transportation,  F^eral 
Highway  Administration,  Time  and  Attendance  Report  (PHWA 
Form  320  (7-73))  for  the  Office  of  Emergency  Transportation, 
Office  of  the  Secretary,  Department  of  Transportation. 
DOT/FHWA 

System  location: 

Office  of  Emergency  Transportation  (OET)(T AD-80) 

Department  of  Transportation 
Washington,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  Professional  and 
clerical  employees,  permanent,  temporary  and  consultants  em¬ 
ployed  in  OET. 

Categories  of  records  in  the  system:  Record  consists  of  a  com¬ 
puter  punch  card  with  a  tissue  carbon. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  maintain  record 
of  attendance  at  duty  station  and  leave  accounts  of  employees  con¬ 
cerned. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system: 

Storage:  Records  are  maintained  alphabetically  in  desk  of  the  ad¬ 
ministrative  secretary  to  the  Director. 

Retrievability:  Maintained  alphabetically;  retrieved  manually. 

Safeguards:  Maintained  in  a  building  under  24  hour  guard;  admis¬ 
sion  by  building  pass  only. 

Retention  and  disposal:  Hard  copy  forwarded  to  paymaster  every 
pay  period;  tissue  retained  indefinitely. 

System  managerfs)  and  address:  Director  of  Emergency  Transpor¬ 
tation  (TAD-80),  Office  of  the  Secretary,  Department  of  Transpor-. 
tation,  Washington,  D.C.  20590. 

Notification  procedure:  Inquiries  may  be  addressed  to  the  System 
Manager.  Individuals  requesting  such  information  must  sign  the 
request  and  provide  suitable  identification.  Alternatively,  a  personal 
request  to  the  System  Manager  or  his  representative  will  enable  the 
individual  to  have  access  to  his  record. 

Record  access  procedures:  Individual  may  obtain  information  on 
procedures  for  gaining  access  by  addressing  a  written  query  to  the 
office  cited  in  the  location  paragraph  above  or  by  presenting  him¬ 
self  or  herself  to  that  office. 

Contesting  record  procedures:  Individual  may  obtain  information 
or  procedures  for  contesting  by  addressing  a  written  query  to  the 
office  cited  in  the  location  paragraph  above  or  y  appearing  in  per¬ 
son  in  that  office. 

Record  source  categories:  Individuals  concerned.  Personnel  and 
pay  account  records. 

DOT/NHTSA  404 

System  name:  Alcohol  Safety  Action  Projects  (ASAP) 
DOT/NHTSA 

System  location: 

ASAP  Staff  Office,  and  ASAP  Probation 

22nd  floor.  City  Hall 

Kansas  City,  Missouri  64106 

School  for  Alcohol  Safety 

Greater  Kansas  City  Area  Safety  Council 

714  East  12th  St 

Kansas  City,  Missouri  64106 

Community  Alcohol  Programs 

VFW  Bldg. 

406  East  34th  St. 

Kansas  City,  Mo.  64111 

Kansas  City,  Missouri,  Police  Department 

Computer  Division 

1125  Locust  Street 

Kansas  City,  MO.,  65106  The  following  Offices  in  Sioux  City, 
Iowa:  ASAP  Police,  Court  Service  Office,  Social  Science 
Research  Center,  Woodbury  County  Sheriff’s  Office, 
Siouxland  Council  on  Alcoholism,  City  Data  Processing 
Center,  County  Attorney, 

ASAP 

Benson  Bldg. 

Room  246 

Sioux  City,  Mo.  51101 
Siouxland  Council  on  Alcoholism 
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St.  Vincent  Hospital,  Room  210 
Box  3168 

Sioux  City,  Iowa  SI  102 
Backup  Disk  File 
Vault 
Lewis  Hall 
Morningside  College 

Sioux  City,  Iowa  51 106  The  following  office  in  Puerto  Rico: 
Courts  Administration,  Adult  Probation  Dept.,  Dept,  of 
Transportation  ad  Public  Works,  Dept,  of  Alcohol  and  Drug 
Addiction,  Institute  of  Legal  Medicine,  Dept,  of  Health, 
Police  Dept. 

The  following  offices  in  Nassau  County,  New  York:  Nassau 
County  PoUce  Dept.,  Nassau  County  Traffic  Safety  Board, 
Nassau  County  Central  Traffic  Court,  N.Y.  Dept,  of  Motor 
Vehicles. 

Idaho  Traffic  Safety  Commission 

Statehouse 

Boise,  Idaho 

Columbus,  Georgia 

Richland  County,  South  Carolina 

Tampa,  Florida 

University  of  North  Carolina 

Highway  Safety  Research  Center  (HSRC) 

Chapel  Hill,  N.C.  27514 

Alcohol  Safety  Action  Project 

17  South  Second  Avenue,  Room  402 

Phoenix  Arizona  85003 

Management  Information  System 

City  of  Phoenix 

251  West  Washington  Street 

Phoerieix,  Arizona  85003 

Human  Factors  Laboratory 

Department  of  Psychology 

Old  Union  Building 

University  of  South  Dakota 

Vermillion,  South  Dakota  57069 

City  Court  Rehabilitation-Probation  Center 

17  South  Second  Ave. 

Phoenix,  Arizona  85003 

Department  of  HIGHWAYS 

Division  of  Highway  Safety 

Office  of  Alcohol-Driving  Countermeasures 

4201  E.  Arkansas  Ave. 

Denver,  Colorado  80222 
Southwest  Research  Institute 
Dept.  22 

8500  Culebra  Road 
P.O.  Drawer  28510 
San  Antonio,  Texas  78284  ^ 

Alcohol  Safety  Action  Project 

140  Main  Plaza 

San  Antonia,  Texas  78205 

McElonnel  Douglas  Automation  Company 

Huntington  Beach,  California 

San  Antonio  Alcohol  Safety  Action  Project 

Problem  Drinker  Evaluation  Center 

200  Main  Plaza,  Suit  104 

San  Antonio,  Texas  78105 

Corporate  Computer  Center 

4100  Chain  Bridge  Road 

Fairfax,  Va.  22030 

•Mississippi  State  University,  Mississippi  39762 
Program  on  Alcohol  and  Drug  Ause 
66  South  Street 

Concord,  New  Hampshire  03301 

New  Hampshire  Alcohol  Safety  Action  Project 

105  Loudon  Road  _ 

Concord  New  Hampshire  03301 

Dunlap  and  Associates,  Inc.  _  * 

One  Parkland  Drive 

Darien,  Connecticut 

625  Second  Avenue  South,  Room  404 

Minneapolis,  MN  55402 

STR  Project 

11a  Government  Center 

Minneapolis,  MN  55402 

Data  Processing 

City  Hall 

Stockton,  California  95202 


Bureau  of  Motor  Vehicle  Services, 

D.C.  Department  of  Transportation 
301  C  Street,  N.W. 

Washington,  D.C.  20001 
ASAP  Offices 
142  High  Street 
Portland  Maine 
ASAP 

211  Congress  Street 
Ninth  Floor 
Boston,  Mass. 

Project  CRASH 
Division  of  Alcohol  Services 
Dept,  of  Mental  Health 
Waterbury,  Vermont  05676 

Los  angeles  County  Alchohol  Safety  Action  Project 

311  South  Spring  Street,  Suite  700 

Los  Angeles,  California  90013  » 

Categories  of  individuals  covered  by  the  system:  Vehicle  operators 
having  committed  alcohol-related  driving  violations. 

Categories  of  records  in  the  system:  DMV  records,  police  airest 
and  citation  records,  court  and  probation  records,  various  official 
and  social  services  rehabilitation  records,  and  voluntary  personal 
interviews. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Statistical  analyses, 
evaluation  of  various  rehabilitation  programs  for  violators,  reports 
to  law  enforcement  agencies  and  courts,  and  for  management  infor-  ) 
mation  data. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Punch-card,  disk,  paper  files,  magnetic  tape 
Retrievability:  Name,  ID  number,  social  security  number 
Safeguards:  locked  file  cabinet,  code  and  restricted  access 
Retention  and  disposal:  two  years  after  project  termination  or  in* 
definitely 

System  manager(s)  and  address: 

Chief,  Demonstration  Management  Division 
ODPP,  TSP,  NHTSA 
400  7th  St.,  S.W. 

Washington,  D.C.  20590 
Notification  procedure:  Same  as  Location 

Record  access  procedures:  Letter  of  request  to  the  System 
Manager  (see  address  above)  with  notorized  statement  as  to  per¬ 
sonal  identification. 

Contesting  record  procedures:  See  address  of  System  Manager 
Record  source  categories:  Local  law  enforcement,  court,  health, 
and  motor  vehicle  division  records. 

DOT/NHTSA  458 

System  name:  Investigations  of  Alleged  Misconduct  or  Conflict  of 
Interest  DOT/NHTSA 

System  location:  Office  of  Associate  Administrator  for  Adminis¬ 
tration 

Room  5238,  DOT  Headquarters  Building  * 

Washington,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  NAME  OF  IN¬ 
DIVIDUAL,  STATE  OR  CONTRACTOR- 
Categories  of  records  in  the  system:  Copies  of  allegations,  in¬ 
vestigations,  audits,  and  reconunendations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  assessing  need  for 
corrective  action  as  necessary.  Available  to  Associate  Administra- ' 
tor  for  Administration,  individuate  assigned  to  the  review  or  in¬ 
vestigation,  and  Secretary  to  the  Associate  Administrator  for  Ad- 
minstration  AAA/A. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  folders  in  SAFE. 

RctrievabiUty:  Identified  by  Name. 

Safeguards:  SAFE  combination  is  available  only  to  Secretary  to 
AA/A  and  Secretary  to  Director,  Management  Systems. 
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Retention  and  dbposal:  Until  one  year  following  final  disposition 
of  case.  SHREDDED. 

System  manager(s)  and  address:  Associate  Administrator  for  Ad¬ 
ministration 

Notification  procedure:  Department  of  Transportation 
National  Highway  Traffic  Safety  Administration 
Room  5238,  N48-01 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 

Attention:  Associate  Administrator  for  Administration 

Record  access  procedures:  See  address  in  "Notification'  above. 

Record  source  categories:  OST  Office  of  Investigations  and 
Security,  FBI,  Office  of  Audits,  and  internal  investigative  in¬ 
dividuals,  State  and  local  investigative  and  law  enforcement  agen¬ 
cies. 


DOT/NHTSA  459 

Nvstem  name:  Stockton  Increased  DUI  Enforcement/DUI  Citation 
and  Arrest  FUe  DOT/NHTSA 

This  file  will  be  modified  specifically  for  this  project  to  include 
drivers  license  numbers  and  BAC  levels. 

Other  files  to  be  used  are  already  maintained  by  the  City  of 
Stockton  (traffic  and  criminal  information)  or  will  contain  no 
information  by  which  an  individual  could  be  identified 
(roadside  survey  data). 

System  location:  Department  of  Psychology 
University  of  the  Pacific 
Stockton,  California  9521 1 
Records  Division 
City  Hall 

22  EAst  Market  Street 
Stockton,  CAlifomia  95202 

Categories  of  individuals  covered  by  the  system:  Persons  cited 
and/or  arrested  for  DUI  in  City  of  Stockton 
Categories  of  records  in  the  system:  Convicted  Drunk  Drivers 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  User  is  Evaluation 
Team,  Stockton  Increased  DUI  Enforcement  Project.  Purpose  is  to 
determine  BACs  of  DUI  offenders  and  recidivism  rate  over  time. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Record  will  be  maintained  on  tape  and  cards 
Retrievability:  By  name  and  driver’s  license  number 
Safeguards:  Records  will  be  available  for  use  by  professional  per¬ 
sonnel  only  on  evaluation  team,  they  will  be  stored  in  a  locked  file 
cabinet  in  the  Psychology  Department  or  on  tape  at  either  computer 
center. 

Retention  and  disposal:  Retained  for  10  years. 

System  manager(s)  and  address:  Stockton  Police  Departement 
Project  Director 
22  E.  Market  Street 
Stockton,  California  95202 

Notification  procedure:  Department  of  Transportation 
National  Highway  Traffic  Safety  Administration 
Room  5301  -  N48-30 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 

Attention:  Director,  Office  of  Contracts  and  Procurement 
Record  access  procedures:  See  address  in  notification  above. 
Record  source  categories:  Citation  and/or  Arrest  Records 
DOT/NHTSA  460 

System  name:  College  Station/Young  Problem  Driver  Improvement 
Program/  TDIP  Driving  Record  File  DOT/NHTSA 
System  location:  Room  114,  Mechanical  Engineering  Shops 
Texas  Tansportation  Institute 
Texan  A&M  University 
College  Station,  Texas  77840 

Categories  of  individuals  covered  by  the  Drivers  assigned 

to  participate  in  Driver  Improvement  Training  Program  and  control 
counterparts. 


Categories  of  records  in  the  system:  This  is  a  general  driving 
record  maintained  on  all  drivers  holding  a  valid  Texas  drivers 
license,  and  includes  such  information  as: 

(1)  Name,  date  of  birth,  and  sex. 

(2)  Date  of  issuance  of  license  and  license  number. 

(3)  Current  address. 

(4)  A  listing  of  all  convictions  and  accidents  for  the  previous  36 
months. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  will  be  used  to 
evaluate  the  effectiveness  of  a  driver  improvement  training  pro¬ 
gram  in  reducing  the  accident  and  conviction  experience  of  problem 
and  near-problem  drivers.  Users  are  Evaluation  Specialists  working 
on  contract.  Analysis  of  gross  recidivism  rates  for  near  problem 
and  problem  drivers  will  be  forwarded  to  NHTSA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Driving  records  will  be  maintained  as  hard  copy  prin¬ 
touts. 

Retrievability:  System  is  indexed  by  drivers  license  number. 
Safeguards:  Driving  records  are  maintained  in  coded  files  such 
that  access  by  name  is  not  possible. 

Retention  and  disposal:  Records  will  be  maintained  for  approxi¬ 
mately  30  months  and  then  will  be  burned. 

System  manager(s)  and  address:  Assistant  Research  Specialist 
Texas  Transportation  Institute 
Texas  A&M  University 
College  Station,  Texas  77840 
Notification  procedure:  Department  of  Transportation 
National  Highway  Traffic  Safety  Administration 
Room  5301,  4007th  Street,  S.W. 

Washington,  D.C.  20590 

Attn:  Director,  Office  of  Contracts  and  Procurement 
Record  access  procedures:  See  address  in  ‘Notification"  above 
Record  source  categories:  Infromation  being  maintained  is  ob¬ 
tained  from  Texas  Department  of  Public  Safety  driver  record  files. 
Address:  Texas  Department  of  Public  Safety,  Austin,  Texas. 

1H)T/NHTSA  461 

System  name:  Hotline-Call  Report  System  DOT/NHTSA 
System  location:  The  National  Highway  Traffic  Safety  (NHTSA) 
Administration  headquarters  at: 

400  7th  Street,  SW 
Washington,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  Vehicle  owners 
according  to  make/model/ycar  of  motor  vehicles  owned,  and/or  ac¬ 
cording  to  safety  information  requested. 

Categories  of  records  in  the  system:  System  contains  (a)  vehicle 
defect-related  owner  complaints  or  information,  (b)  vehicle  or 
equipment  failure-related  complaints  or  information,a  nd  (c)  inquiry 
groupings  according  to  types  of  safetyrelated  information  or  written 
source-materials  requested 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  System  is  used  to  in¬ 
dicate  emerging  patterns  of  vehicle  or  vehicle  equipment  failure, 
and/or  to  corrolate  such  patterns  with  typographical  or  geographic  al 
regions;  in  order  to  support  defect-related  NHTSA  investigations 
and  vehicle  recall  actions  as  authorized  by  statute. 

System  is  also  used  to  categorize  the  types  of  informational 
requests  and  safety-related  materials  most  requested  and/or 
needed  by  all  users  of  the  Hotline  service. 

System  is  also  used  to  generate  statistical  evaluation  of 
Hotline-call  volume,  frequency,  service  rendered,  degree  of 
safety-realted  information  recorded  and  utilized  as  a  result  of 
the  Hotline's  installation. 

Note:  Categories  of  users  and  user  names  are  not  used  at  all, 


(1)  Refer  individual  complaints  or  cases  to  other  agencies 
having  remedial  or  response  jurisdiction  over  the  individual 
complaint  recorded. 

Such  agencies  may  include: 

Other  Federal  agencies. 

State  gov.  or  agencies. 

Local  consumer  groups  or  mediation  organizations. 
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(2)  Provide  means  to  re-contact  the  individual  in  order  to 
render  help,  verify  help  accomplished,  verify  accuracy  of 
Information  initially  provided. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  By  hard  copy  and  mag.  tape. 

Retrievability:  By  name  and  case  number;  and  by  various  vehicle- 

related  fields - of  individual  name  or  data. 

Safeguards:  No  disclosure  is  authorized,  no  access  to  records  is 
authorized  or  permissable,  except  through  entrance  to  system  by 
control  office. 

Retention  and  disposal;  System  is  maintained  in  suport  of  an  ex¬ 
perimental,  ‘pilot*  program.  Hence,  length  of  record  retention  is 
now  unknown.  Destruction,  when  authorized,  will  be  by  shredder 
(hard  copy)  and  by  deletion  (mag.  tape). 

System  manager(s)  and  address:  Chief,  Office  of  Consumer  Ser¬ 
vices 

NHTSA/DOT 
4(X)  7th  Street,  SW 
Washington,  D.C.  20590 

Notification  procedure:  Chief,  Office  of  Consumer  Services 
NHTSA/DOT 
400  7th  Street,  S.W. 

Washington,  D.C.  20590 

Record  access  procedures:  Same  as  listed  under  ‘Notification* 
above 

Contesting  record  procedures:  Same  as  listed  under  ‘Notification* 
above 

Record  source  categories:  All  information  in  the  system  is  volun¬ 
tarily  submitted  by  vehicle  owners,  individual  citizens,  or  other  in¬ 
terested  parties. 

DOT/NHTSA  462 

System  name:  0  Rhode  Island  Special  Adjudication  for  Enforcement 
(SAFE).  DOT/NHTSA 

System  location:  Administrative  Adjudication  Division 
345  Harris  Avenue 
Providence,  Rhode  Island  02909 
Methods,  Data  Processing  and  Central  Services 
State  House 

Providence,  Rhode  Island  02903 

Categories  of  individuals  covered  by  the  system:  1.  Persons 
charged  with  traffic  violations;  2.  Persons  who  have  had  motor 
vehicle  accidents;  3.  Persons  who  have  had  driver  licenses 
suspended. 

Categories  of  records  in  the  system:  A  driving  history  file  of 
Rhode  Island  residents  who  commit  traffic  infractions  and/or  are 
involved  in  accidents  driving  records  are  maintained  by  the  Ad¬ 
ministrative  Adjudication  Division  of  the  Rhode  Island  Department 
of  Transportation  under  statutory  authority  in  section  31-11-5  of  the 
Motor  Vehicle  Code.  Additional  data  is  maintained  in  files  showing 
class  assignments  to  driver  retraining  schools  operated  by  the  divi¬ 
sion. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  system  is  used  to 
determine  eligibility  to  pay  traffic  fines  by  mail,  to  control  *no-fix* 
summons  system,  to  record  dispositions  and  penalties  and  to 
produce  hard  copy  driver  histories  used  in  the  adjudication  process 
.and.  in  decisions  regarding  retraining  schools.  The  Motor  Vehicle 
Code  establishes  driver  history  records  as  public  records.  Records 
may  -be  made  available  to  the  Registry  of  Motor  Vehicles,  the 
courts  Records  State  and  local' law  enforcement  agencies,  and 
cooperting  social  service  agencies. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Direct  access  devices,  magnetic  tapes,  punched  cards 
and  hard  copy  listings. 

Retrievability:  The  system  is  indexed  by  name  and  date  of  birth 
or  by  driver  license  number. 

Safeguards:  Computer  program  control  is  the  main  safeguard.  The 
correction  to  the  summons  file  is  by  the  use  of  asterisk  (*)  override 
which  is  logged  and  shows  on  all  edit  listings.  Other  corrections  are 
by  use  of  an - file  maintenance  pro¬ 

gram,  which  is  logged  in  and  out  as  well  as  printing  any  records 


changed  -  before  and  after  -  in  a  sequential  journal.  Files  are  kept 

on  a - cycle.  The - - 

cycle  file  will  be  kept  at  the  Administrative  Adjudication  Division; 
the - cycle  will  be  kept  at  the  central  electronic  data 


processing  center,  while  the - file  will  be  maintained  on  a 

tape  Ubrary. 

Retention  and  disposal:  Active  files  are  kept  for  three  years.  A 
file  purge  will  occur  annually. 

System  manager(s)  and  address:  Director 
Administrative  Adjudication  Division 
345  Harris  Avenue 
Providence,  Rhode  Island  02909 
Notification  procedure:  Department  of  Transportation 
National  Highway  Traffic  Safety  Administration 
Room  5301  -  N48-30 

400  Seventh  Street,  S.W.  ' 

Washington,  D.C.  20590 

Attention:  Director,  Office  of  Contracts  and  Procurement 
Record  access  procedures:  See  address  in  ‘NOTIFICATION* 
above 

Contesting  record  procedures:  See  address  in  ‘NOTIFICATION* 
above. 

Record  source  categories:  Driver  history  information  is  obtained 
from: 

Police  departments  issuing  tickets; 

The  courts  and  Administrative  Adjudication  Division  foDowing 
disposition; 

Driver  and/or  police  reports  of  accidents; 

Registry  of  Motor  Vehicles  administrative  actions; 

Driver  Retraining  Section  of  Administrative  Adjudication 
Division. 

DOT/NHTSA  463 

System  name:  Motor  Vehicle  and  Motor  Vehicle  Eejuipment  Import 
System  location:  Department  of  Transportation 
National  Highway  Traffic  Safety  Administration 
Office  of  Standards  Enforcement 
Room  3310B  Transpoint  Building 
2100  2nd  Street,  S.  W. 

Washington,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  Importers  or 
declarants  of  imported  motor  vehicles  and  motor  vehicles  equip¬ 
ment,  both  private  and  commercial. 

Categories  of  records  in  the  ^stem:  Forms  HS-7,  declaration  on 
motor  vehicles  and  motor  vehicle  equip-  ment  subject  to  Federal 
Motor  Vehicle  Safety  Standards,  customs  reports  of  declarations 
and  inspections,  recordsrelating  to  refusal  of  entry  or  penalties,  and 
in  some  instances  law  enforcement  and  court  records  in  alleged 
fraud  cases. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Monitoring  of  com¬ 
pliance  with  Federal  Motor  Vehicle  Safety  Standards  by  NHTSA, 
compliance  with  the  Clean  Air  Act  by  the  Environmental  Protection 
Agency,  U.S.  Customs  Service  import  requirements,  occasional  use 
by  State  divisions  of  motor  vehicles,  and  law  enforcement  agencies 
in  alleged  fraud  cases.  ' 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  forms  and  computer  disc  tapes. 

Retrievability:  By  name  of  importer  or  declarant,  addresse(s) 
vehicle  or  vehicle  identification,  customs  district  and  entry  number, 
and  port  of  entry. 

Safeguards:  Disc  or  tape  may  be  accessed  only  by  discrete 
identification  code  known  to  system  manager  and  staff.  Hard  paper 
copies  are  maintained  in  locked  cabinets. 

Retention  and  disposal:  Hard  paper  copy  is  retained  one  year  if 
no  official  claims  are  lodged  against  importer  or  declarant.  Disc 
tapes  retained  for  period  of  U.S.  Customs  Service  statute  of  limita- 
lions  before  erasure. 

System  managers)  and  address:  Team  Leader,  Customs  Unit 
Office  of  Standards’  Enforcement 
National  Highway  Traffic  Safety  Administratioo 
Department  of  Tansportation 
Room  331  OB  Transpoint  Building 
2100  2nd  Street,  S.W. 
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Washington,D.C.  20S90 

Notification  procedure:  Same  as  System  Manager 
Record  access  procedures:  Same  as  System  Manager 
Contesting  record  procedures: 

Same  as  System  Manager 

Record  source  categories:  Data  is  obtained  from  forms  executed 
by  importers  or  declarants  for  the  NHTSA,U.S.  Customs  Service, 
and  the  Environmental  Protection  Agency. 

DOT/OST  010 

System  name:  Departmental  Personnel  Management  Information 
System  DOT/OST 
System  location: 

Transportation  Computer  Center 

U.  S.  Department  of  Transportation 

Room  2401 

Nassif  Building 

400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 
Computer  Network  Corporation 
5185  Mac  Arthur  Blvd. 

Washington,  D.C.  20016 

Categories  of  individuals  covered  by  the  system:  Federal  civilian 
employees  of  the  U.  S.  Department  of  Transportation. 

Categories  of  records  in  the  system:  Personnel  Records  and  Train¬ 
ing  Records 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Issue  automated  records  to  the  U.S.  Civil  Service  Commission. 
Submit  personnel  reports,  summaries  and  name  listings  to  the 
U.S.  Civil  Service  Commission,  Office  of  Management  and 
Budget,  U.  S.  Department  of  Commerce,  U.S.  Congress,  and 
other  government  agencies. 

Develop  statistical  summaries  and  name  listings  for  use  in 
performing  personnel  management  functions  and  other 
manpower  and  budgetary  functions  of  the  Department. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  Tapes  and  Disks 
Retrievability:  Social  Security  Number 

Safeguards:  Transportation  Computer  Center  maintains  both 
physical  security  and  personal  access  by  retrieve/access  procedures 
and  secured  storage  and  operative  areas. 

Retention  and  disposal:  The  personnel  records  are  maintained  for 
a  3  year  period  while  the  training  records  will  be  maintained  for  a 
10  year  period.  The  records  disposed  by  blending  the  magnetic 
tapes  or  disks. 

System  manager(s)  and  address: 

Director  of  Personnel  and  Training 
Office  of  the  Secretary 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 

Notification  procedure:  The  individual  may  address  the  Office  of 
Personnel  and  Training  (Director  of  Personnel  and  Training),  in  per¬ 
son  or  in  writing,  at  the  above  address. 

Record  access  procedures:  Same  as  ‘Notification  Procedure* 
Contesting  record  procedures:  Contest  of  these  records  will  be  to 
the  Office  of  Personnel  and  Training.  If  resolution  is  not  satisfacto¬ 
ry  to  the  individual,  an  appeal  will  submitted  to: 

General  Counsel 
Office  of  The  Secretary 
Room  10428 

400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 
Record  source  categories: 

Standard  Form  50  (Notification  of  Personnel  Action) 

Standard  Form  52  (Request  for  Personnel  Action) 

Standard  Form  171  (Personnel  QUALIFICATIONS  Statement) 
Standard  Form  1126  (Pay  Change  Action) 

Optional  Form  170  (Training)  and  other  internal  training  forms. 
Internal  Forms  (Minority  Identification  Record) 

DOT/OST  013 

System  name:  Employee  Management  Files  DOT/OST 


System  location: 

Department  of  Transportatioil 
Office  of  the  Secretary 
Office  of  Audits 

Chief,  Resource  Management  Statf 
Room  9210 

400  Seventh  Street,  SW 
Washington,  D.C.  20590 
Regional  Audit  Manager 
Office  of  Audits,  DOT/OST 
Room  930 

Transportation  Systems  Center 
Kendall  Square 

Cambridge,  Massachusetts  02124 
Regional  Audit  Manager 
Office  of  Audits,  DOT-OST 
181  South  Franklin  Avenue 
VaUey  Stream,  New  York  11581 
Regional  Aubit  Manager 
Office  of  Audits,  DOT-OST 
Suite  710 

300  South  Wacker  Drive 
Chicago,  Illinois 
Regional  Audit  Manager 
Office  of  Audits,  DOT-OST 
Room  9A31 

Federal  Office  Building 

819  Taylor  Street 

Fort  Worth,  Texas  76102 

Regional  Audit  Manager 

Office  of  Audits,  DOT-OST 

PRUDENTIAL  PLAZA  BUILDING 

1050  17th  Street 

Denver,  Colorado  80202 

Regional  Audit  Manager 

Office  of  Audits,  DOT-OST 

Suite  580 

2  Embaradero  Center 
San  Francisco,  California  94111 
Regional  Audit  Manager 
Office  of  Audits,  DOT-OST 
Federal  Office  Building 
915  Second  Avenue 
Room  3198 

Seattle,  Washington  98174 
Manager,  Kansas  City  Suboffice 
Office  of  Audits,  DOT-OST 
610  East  12th  Street,  Room  1756 
Kansas  City,  Missouri  64105 

Categories  of  individuals  covered  by  the  ^stem:  Present  em¬ 
ployees 

Categories  of  records  in  the  system:  Performance  Evaluation 
Records,  Position  Descriptions,  SF-171s  and  time  and  attendance 
records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Employment,  pay  and 
performance  evaluations 

Used  by  supervisor  and  administrative  personnel  in  preparation 
of  personnel  documents. 

See  Prefatory  STatement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Safe  and  File  dabinets 
Retrievability:  By  name. 

Safeguards:  Locked  safe  and  files 

Retention  and  disposal:  Retained  for  current  employment. 
Destroyed  by  shredding. 

System  manager(s)  and  address:  Chief,  Resource  Management 
Staff,  TAD-72,  Office  of  Audits,  Room  9210  DOT-OST,  400 
Seventh  Street,  S.W.,  Washington,  D.C.  20590 
-Notifkation  procedure: 

Chief,  Resource  Management  Staff 
Office  of  Audits 
Room  9210 
DOT-OST 

400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 


DEPARTMENT  OF  TRANSPORTATION 


53983 


Record  access  procedures:  Current  employees  may  have  access  to 
contents  thru  the  System  Manager. 

Contesting  record  procedures:  Current  employees  may  contest 
contents  thru  the  System  Manager. 

Record  source  categories:  Subject,  supervisor,  responsible  offi¬ 
cial,  personnel  and  payroll  offices 

DOT/OST  014 

System  name:  Employment  Applications  Files  DOT/OST 

System  location:  The  following  Secretarial  Offices  located  at  4U0- 
7th  St.  S.W.,  Washington,  D.C.  20590: 

Special  Assistant  to  the  Secretary,  S-3 
Special  Assistant  to  the  Secretary,  S-4 
White  House  Fellow,  S-9 

Office  of  the  Deputy  Under  Secretary  for  Budget  and  I'rogram 
Review,  S-6 

Office  ot  the  Executive  Secretary,  S-lCf 
Contract  Appeals  Board,  S-20 
Office  of  Public  Affairs,  S-80 
Categories  of  individuals  covered  by  the  system: 

Prospective  employees 

Categories  of  records  in  the  system:  Resumes,  Employee  applica¬ 
tions,  Samples  of  work  and  Letters  of  recommendation  and  refer¬ 
ral.  (Note:  Not  all  items  are  held  in  all  offices.) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Consideration  for  in-house  employment 
Where  appropriate,  referral  to  other  offices  and  agencies  for 
consideration  of  employment. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 
Retrievability:  Filed  by  name 

Safeguards:  Files  are  accessible  only  with  the  permissu>n  of  each 
system  manager. 

Retention  and  disposal:  Files  are  retained  as  long  as  position(s) 
for  which  individual  is  (are)  being  considered  remain(s)  viable. 

System  manager(s)  and  address:  Senior  official  of  each  office 
listed. 

Notification  procedure:  Inquiries  should  be  directed  to  the  System 
Manager. 

Record  access  procedures:  Contact  System  Manager  for  informa¬ 
tion  on  procedures  for  gaining  access  to  records. 

Contesting  record  procedures:  Contact  System  Manager  for  infor¬ 
mation  on  procedures  for  contesting  records.  Appeals  should  be 
directed  to  the  Secretary  of  Transportaion,  if  request  for  modifica¬ 
tion  or  deletion  is  denied. 

Record  source  categories: 

Applicant 

Referring  individual 

Other  agencies,  including  the  Civil  Service  Commission 
DOT  officials 

Office  of  Personnel  Operations 

(Note:  Not  all  sources  are  used  by  all  offices.) 

DOT/OST  018 

System  name:  Identification  Media  Record  Systems  lK)r/OST 
System  location: 

U.  S.  Department  of  Transportation 
Office  of  Investigations  and  Security,  TAD-.IO 
400  7th  Street.  S.W. 

Washington,  D.C.  20590 
Commandant  (GOIS) 

U.S.  Coast  Guard  Headquarters 

Washington,  D.C.  20590  and  Each  District  Office 

Federal  Aviation  Administration 

Office  of  Investigations  and  Security 

800  Independence  Avenue,  S.W. 

Washington,  D.C.  20591  and  FAA  Regional  and  Center  Air 
Transportation  Security,  Divisions  and  Investigations  and 
Security  Division,  Aeronautical  Center. 

Federal  Highway  Administration 
Operations  and  Services  Division 
400  7th  Street.  S.W. 


Washington,  D.C.  20590  and  all  FHWA  Regional  Offices 
Categories  of  individuals  covered  by  the'  system:  Present  em¬ 
ployees,  contractor  employees,  and  National  Defense  Executive 
Reservists  in  the  Office  of  the  Secretary,  U.S.  Coast  Guard, 
Federal  Aviation  Administration,  Federal  Highway  Administration, 
Federal  Railroad  Railroad  Administration  National  Highway  Traffic 
Safety  Administration,  Urban  Mass  Transportation,  St.  Lawrence 
Seaway  Development  Corporation,  and  Materials  Transportation 
Bureau. 

Categories  of  records  in  the  system:  Applications,  photographs, 
receipts  for  DOT  Identification  Cards,  and  Official  Credentials; 
special  facilities  passes,  including  Office  of  Emergency 
l^eparedness  (OEP)  passes;  temporary  building  passes;  and  appli¬ 
cation  for  Civil  Defense  Identification  Cards  or  other  passes 
needed  for  official  duties. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  maintained 
for  control  and  accountability  of  DOT  identification  cards,  cre¬ 
dentials,  and  Civil  Defense  Identification  Cards  issued  to  DOT  em¬ 
ployees,  contractor  employees  and  executive  reservists  for  identifi¬ 
cation  purposes  and  admittance  to  the  DOT  facilities  or  for  other 
official  duties. 

See  Prefatory  Statement  of  General  Routine  Uses. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Alphabetically  filed  card  forms  in  manual  filing  system. 
Retrievability:  By  name. 

Safeguards:  Application  cards  stored  in  locked  drawers  and/or  in 
a  locked  room  with  limited  access. 

Retention  and  disposal:  Applications,  including  photographs  and 
identification  media,  are  destroyed  upon  termination  of  employ¬ 
ment. 

Sy.stem  manager(s)  and  address: 

Director  of  Investigations  and  Security,  TAD-.M) 

Department  of  Transportation,  Room  1032.3 
400  7th  Street,  S.W. 

Washington.  D.C.  20590 

For  USCG:  Commandant  (GOIS) 

U.S.  Coast  Guard  Headquarters 
Washington,  D.C.  20590 

For  FAA;  Office  of  Investigations  and  Security 
Federal  Aviation  Administration 
800  Independence  Avenue,  S.W. 

Washington,  D.C.  20591 

For  FHWA;  Operations  and  Services  Division 

Federal  Highway  Administration 

400  7th  Street,  S.W. 

Washington,  D.C.  20590 
All  FHWA  Regional  Offices 
Notification  procedure:  Same  as  ‘System  Manager* 

Record  access  procedures:  Same  as  ‘System  Manager* 

Contesting  record  procedures:  Same  as  ‘System  Manager* 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

DOT/OST  022 

Svstem  name:  National  Defense  Executive  Reserve  (NDER)File 
DOT/OST 
System  location: 

Office  of  Emergency  Transportation  (OET)  (T AD-8t>) 
Department  of  Transportation 
Washington,  D.C.  20590 

Regional  Emergency  Transportation  Coordinator  (RETCO) 
Regions  1  and  2 
150  Causeway  Street 
.  Boston,  MA  02114 
RETCO 
Region  3 

1633  Federal  Building 
Baltimore,  MD  21201 
.RETCO 
Region  4 
P.O.  BOx  20636 
AUanta,  GA  30320 
RETCO 
Region  5 
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Boston,  MA  02114 

18209  Dixie  Highway 

Region  Director-designate 

Homewood,  IL  60430 

Region  3 

RETCO 

c/o  RETCO  3 

Region  6 

1633  Federal  Building 

P.O.  Box  1689 

Baltimore,  MD  21201 

Ft.  Worth,  TX  76101 

Regional  Director-designate 

RETCO 

Region  4 

Region  7 

c/o  RETCO  4 

P.O.  Box  7186 

P.O.  Box  20636 

Country  Club  Sta.  ' 

Atlanta,  GA  30320 

Kansas  City,  MO  64113 

Regional  Director-designate 

RETCO 

Region  5 

Region  8  * 

c/o  RETCO  5 

Denver  Federal  Center 

18209  Dixie  Highway 

Denver,  CO  8022S 

Homewood,  IL  60430 

RETCO 

Regional  Director-designate 

Region  9 

Region  6 

630  Sansome  Street 

c/o  RETCO  6 

San  Francisco,  CA  94126 

P.O.  Box  1689 

RETCO 

Ft.  Worth,  TX  76101 

Region  10 

Regional  Director-designate  ,  . 

Federal  Bldg 

Region  7 

Rm.  3590 

c/o  RETCO  7 

915  Second  Ave. 

P.O.  Box  7186 

Seattle,  WA  98174 

Country  Club  Sta. 

RETCO 

Kansas  City,  MO  64113 

Alaska  Region 

Regional  Director-designate 

632  Sixth  Avenue 

Region  8 

Anchorage,  AK  99501 

c/o  RETCO  8 

Regional  Emergency  Transportatioo  Representatives 

Denver  Federal  Center 

(RETREP) 

Denver,  CO  80225 

Regions  1  and  2 

Regional  Director-designate 

150  Causeway  Street 

Region  9 

Boston,  MA  02114 

c/o  RETCO  9 

RETREP 

630  Sansome  Street 

Region  3 

San  Francisco,  CA  94126 

1633  Federal  Bldg. 

Regional  Director-designate 

Baltimore,  MD  21201 

Region  10 

RETREP 

c/o  RETCO  IQ 

Region  4 

Federal  Bldg. 

P.O.  Box  20636 

Room  3590 

Atlanta,  GA  30320 

915  Second  Avenue 

RETREP 

Seattle,  WA  98174 

Region  5 

Regional  Director-designate 

18209  Dixie  Highway 

Alaska  Region 

Homewood,  IL  60430 

c/o  RETCO  Alaska 

RETREP 

632  Sixth  Avenue 

Region  6 

Anchorage,  AK  99501 

P.O.  Box  1689 

Deputy  Regional  Director-designate 

Ft.  Worth,  TX  76101 

Regiona  1  and  2 

RETREP 

c/o  RETCO  1  and  2 

Region  7 

150  Causeway  Street 

P.O.  Box  7186 

Boston,  MA  02114 

Country  Club  Sta. 

Deputy  Regional  Director-designate 

Kansas  City,  MO  64113 

Region  3 

RETREP 

c/o  RETCO  3 

Region  8 

1633  Federal  Building 

Denver  Federal  Center 

Balitmore,  MD  21201 

Denver,  CO  80225 

Deputy  Regional  Director-designate 

RETREP 

Region  4 

Region  9 

c/o  RETCO  4 

630  Sansome  Street 

P.O.  Box  20636 

San  Francisco,  CA  94126  — 

Atlanta,  GA  30320 

RETREP 

Deputy  Regional  Director-designate 

‘  Region  10 

Region  5 

J915  Second  Avenue 

c/o  RETCO  5 

Room  3446 

18209  Dixie  Highway 

Federal  Bldg 

Homewood,  IL  60430 

Seattle,  WA  98174 

Deputy  Regional  Director-designate 

RETREP 

Region  6 

Region  Alaska 

c/o  RETCO  6 

632  Sixth  Avenue 

P.O.  Box  1689 

Anchorage,  AK  99501 

Ft.  Worth,  TX  76101 

Regional  Directors-designate  and  Deputy  Directon-designate 

Deputy  Regional  Director-designate 

(Holdings  of  these  officials  are  partial  duplicated  of  J^TCO 

Region  7 

files  and  are  accessible  hrough  RETCOs) 

c/o  RETCO  7 

Regional  Director-designate  -  — 

P.O.  Box  7286 

Region  1  and  2 

Country  Club  Sta. 

c/o  RETCO  1  and  2 

Kansas  City,  MO  64113 

(1. 

150  Causeway  Street 

Deputy  Regional  Director-designate 
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Region  8 

c/o  RETCO  8 

Denver  Federal  Center 

Denver,  CO  80225 

Deputy  Regional  Director-desigoate 

Region  9 

c/o  RETCO  9 

630  Sansome  Street 

San  Francisco,  CA  94126 

Deputy  Regional  Director-designate 

Region  10 

c/o  RETCO  10 

Federal  Bldg 

Room  3590 

915  Second  Avenue 

SeatUe,  WA  98174 

Deputy  Regional  Director-designate 

Alaska  Region 

c/o  Alaska  RETCO 

632  Sixth  Avenue 

Anchorage,  AK  99501 

Administrative  Communications  Ofticer 

Department  of  Commerce 

Box  No.  688 

Greensboro,  NC  27402  (storage  for  OST  files  only)  (Duplicate 
of  OST  FUe) 

Categories  of  individuals  covered  by  the  system:  Upper,  middle,, 
and  lower  management  members  of  the  Transportaton  Industry, 
university  professors,  lawyers  and  business  men  who  are  can* 
didates  for 'membership  in  NDER,  active  members  of  NDER,  or 
who  are  former  members  whose  membership  has  been  terminated 
by  death,  resignation  or  involuntary  release,  and  Emeritus  Mem¬ 
bers. 

Categories  of  records  in  the  system:  Personnel  and  security  forms 
completed  by  individuals  consisting  of  applications,  statements  of 
understanding  by  employers,  security  and  identifeation  data  from 
individuals,  certificates  of  appointment  and  reappointment,  (located 
at  DOT/OST/OET  and  RETCOs  only);  names  and  addresses  of  in¬ 
dividuals  for  directory  (maintained  at  DOT/OST/OET  only);  name 
and  address  card  file  (maintained  at  DOT/OST/OET  only);  card  file 
with  name,  date  of  appointment  and  date  of  reappointment  (in  OET 
only);  lists  of  reservists  in  process  including  active  and  Emeritus 
members  and  former  members  showing  steps  in  process,  numerical 
sequence,  unit  assignment,  name  date  of  designation,  state  of  re¬ 
sidence,  date  of  separation  and  reason  (in  OET  only);  contact  file 
of  those  previously  nominated  but  not  appointed,  or  once  in  pro¬ 
gram  but  not  no  longer  members,  with  date  and  reason  for  non-af¬ 
filiation  (in  OET  only);  personal  data  sheet  for  each  individual 
which  presents  summary  of  pertinent  data  including  photograph  to 
assist  professional  staff  in  evaluating  the  member  and  assigning 
member  on  appointment  and  reappointment  or  during  active  mem¬ 
bership  (this  record  held  at  all  locations) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  personnel 
management  of  the  NDER  for  the  Office  of  the  Secretary,  which 
includes  Staff  action  and  exchange  of  Data  with  the  Office  of  the 
Director,  Federal  preparedness  agency,  which  is  responsible  for  the 
entire  National  Defense  Executive  Reserve  Program.  Available  to 
the  Secretary,  any  Secretarial  Officer,  head  of  an  operating  ad¬ 
ministration,  or  their  designated  subordinates  who  require  access  in 
the  pursuit  of  their  duties.  Available  to  Director  and  staff  members 
of  OET,  to  RETCO’s  and  staff  members,  to  Regional  Directors- 
designate,  NDER  and  Deputies  and  the  Administrative  Communica¬ 
tions  Officer,  Department  of  Commerce  (for  storage  purposes  only) 
who  require  access  in  pursuit  of  their  duties 

See  Prefatory  Statement  of  Genera)  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Individual  records  are  maintained  in  a  manual  system 
consisting  of  a  filing  jacket  with  the  individual’s  name  tabbed  and 
containing  all  papers  pertaining  to  him  or  her,  except  those  follow¬ 
ing  which  are  maintained  as  stated.  * 

Directory  •  stored  in  bulk  in  steel  containers 
Mailing  List  -  maintained  in  standard  card  file 
Chronological  File  •  maintained  in  standard  card  file 
Contact  File  •  maintained  in  standard  card  file 
Perso^  Data  Sheets  -  maintained  in  separate  loose  leaf  note 
books  or  in  personnel  jackets  at  option  of  bolder. 


Retrievability:  Indexed  alphabetically  by  name.  Retrieved 
manually. 

Safeguards:  Maintained  in  metal  file  containers  or  other  standard 
office  equipment. 

Retention  and  disposal:  Hold  for  five  years  from  date  of  separa¬ 
tion  and  destroyed. 

System  manager(s)  and  address:  Director  of  Emergency  Transpor¬ 
tation.  Office  of  the  Secretary  (TAD-80)  Department  of  Transporta¬ 
tion  (Room  9114),  Washington,  D.C.  20S90 
Notification  procedure:  Inquiries  may  be  addressed  to  any  of  the 
offices  listed  under  ‘System  Locations*.  Individuals  requesting  such 
information  must  sign  the  request  personally  and  include  in  the  text 
of  the  request  the  card  number  of  his  or  her  Federal  Emergency 
Assignee  Identification  Card  (CD  Card)  (SF  138).  Alternatively  per¬ 
sonal  visits  to  the  above  locations  with  presentation  of  the  above 
credentials  will  enable  individual  to  learn  of  and  have  access  to  his 
or  her  record. 

Record  access  procedures: 

Individual  may  secure  or  obtain  information  on  procedures  for 
gaining  access  to  records  by  (1)  referral  to  the  information 
sheet  issued  to  him  or  (2)  addressing  a  written  query  to  tho 
offices  cited  under  ‘System  Location*  above  (except  the 
Administrative  Communications  Office,  U.S.  Department  of 
Commerce.  Box  688,  Greensboro,  NC  27402  who  maintains 
duplicate  fdes  in  storage  only)  or  (3)  presenting  himself  in 
person  to  those  offices. 

Contesting  record  procedures:  Same  as  'Record  Access 
Procedures* 

Record  source  categories:  Personal  data  submitted  by  the  in¬ 
dividual;  data  from  his  or  her  employer;  recommendations  from 
colleagues;  mailing  data  from  existing  distribution  system, 

DOT/OST024 

System  name:  Parking  Permit  Application  File.  DOT/OST 
System  location:  OST,  Parking  Mgmt  Off,  TAD-4443,  Rm  2322, 
DOT  Headquarters  Building,  400  7th  St.  S.W.,  Washington,  D.C. 
20590 

Categories  of  individuals  covered  by  the  system:  DOT  Parking  Per¬ 
mit  Holders  (Washington  D.C.),  DOT  Carpool  Members. 

Categories  of  records  in  the  system:  Parking  permit  application 
form 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Determine  criteria  for 
permit  issuance,  record  change  data,  record  garage  violations  and 
periodic  review  and  revalidation.  Used  by  Parking  MgmL  office 
personnel  only. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Stored  in  lockable  visible  edge  file  in  a  security  locked 
workroom 

Retrievability:  Indexed  sequencially  by  permit  number. 

Safeguards:  Only  Parking  Management  Office  Personnel  have  ac¬ 
cess  to  these  records. 

Retention  and  disposal:  Record  curds  are  boxed  and  sent  to 
Federal  Records  Center  after  10  years. 

System  manager(s)  and  address:  Chief,  Transportation  Branch, 
TAD-444,  Rm.  2318,  400  7th  Street,  S.W.  Washington,  D.C.  20590 
Notification  procedure:  Individual  may  review  only  his  own  appli¬ 
cation  card  upon  presentation  of  valid  DOT  ID  card  at  the  address 
given  under  system  location,  address  given  under  ‘System  Loca¬ 
tion*. 

Record  access  procedures:  Same  as  Notification  Procedure. 
Contesting  record  procedures:  No  contest  -  individual  can  change 
recorded  data  at  will. 

Record  source  categories:  Submitted  by  individual. 

DOT/OST  025 

System  name:  Parking  permit  management  system.  DOT/OST 
System  location:  OST  Parking  Management  Office,  TAD-444.3, 
Room  2322,  DOT  Headquarters  Building,  400  7th  Street,  S.W., 
Washington,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  Dot  parking  per¬ 
mit  holders  (Washington  Headquarters)  and  DOT  carpool  members 
(Washington  Headquarters) 
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Categories  of  records  b  the  system:  Status  record  (of  permits)  and 
member  record  (of  Carpools) 

Routine  uses  of  records  maintained  in  the  system,  including  catcgo« 
ries  of  users  and  the  purposes  of  such  uses:  Routine  uses  of  records 
maintained  in  the  system,  including  categories  of  users  and  the  pur* 
poses  of  such  uses;  Records  used  for  ADP  report  and  listing 
production.  Listings  are  used  by  the  Parking  Vendor  for  billings 
and  Parking  Management  Office  for  system  administration.  Addi¬ 
tionally  a  carpool  location  listing  is  produced  for  use  in  forming  and 
enlarging  cari>ools.  This  is  for  use  by  the  general  public. 

See  Prefatory  Statement  of  General  Routine  Uses. 

See  prefatory  Statement  of  General  Routine  Uses. 

Polkies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Two  operators  enter  data  with  password  control 

Retrievability:  Indexed  sequentially  bV  permit  number. 

Safeguards:  Only  Parking  Management  Office  Personnel  and 
Parking  Vendor  have  access  to  general  listings.  The  carpool  loca¬ 
tion  listing  is  for  use  by  the  general  public,  but  is  secured  in  the 
Parking  Office. 

Retention  and  disposal:  Data  is  deleted  and  not  retained  on  ADP 
once  individual  leaves  system.  Monthly  reports  and  listings  are 
periodically  destroyed  by  shredding. 

System  managerfs)  and  address:  Chief  Transportation  Branch, 
TAD-444,  Room  2318,  400  7th  St  S.W.,  Washington,  D.C.  20590 

Notification  procedure:  Individual  may  review  data  upon  presenta¬ 
tion  of  valid  DOT  ID  card. 

Record  access  procedures:  Same  as  Notification  Procedure. 

Contesting  record  procedures:  No  contest  •  individual  can  change 
data  at  will. 

Record  source  categories:  Only  source  is  from  parking  permit  ap¬ 
plication. 

DOT/OST  027 

System  name:  Personnel  Data  Working  Files  DOT/OST 

System  location: 

Office  of  the  Assistant  Secretary  for 
Environment,  Safety,  and  Consumer 
Affairs,  Room  10101 
Department  of  Transportation 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 
Office  of  Safety  Affairs 
Room  10107 

Department  of  Transportation 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 
Office  of  Consumer  Affairs 
Room  9424 

Department  of  Transportation 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 

Office  of  Hazardous  Materials  Policy 

Room  800  W 

Dept,  of  Transportation 

800  Independence  Ave.  S.W. 

Washington,  D.C.  20591 
Office  of  Facilitation 
Room  10308 

Department  of  Transportation 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 
Office  of  Transportation  Security 
Room  800W 

Department  of  Transportation 
800  Independence  Avenue,  S.W. 

Washington,  D.C.  20591 
Office  of  Environmental  Affairs 
Room  9422 

Department  of  Transportation 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 

Categories  of  individuals  covered  by  the  systCBI*  AD  TES  CQt* 
ployees  and  all  applicants  for  employmenL 
Categories  of  records  in  the  system: 

Standard  Form  52 


Standard  Form  50 

Position  descriptions 

Standard  Form  171 

Employee  performance  evaluation. 

Copies  of  commendations  and  awards. 

Applications  for  employment  (some  correspondence). 

Payroll  and  Leave  Records. 

Training  Records. 

Travel  Records  (includes  travel  orders,  travel  vouchers,  change 
of  official  duty  station  records,  foreign  travel  requests,  trip 
reports,  claim  fr  reimbursement). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

For  the  individual’s  use 

To  review  travel  records  to  prepare  corrections  or  prepare 
statistics  of  travel  performed. 

To  review  in  relation  to  personnel  actions. 

To  prepare  time  and  attendance  cards. 

Budgetary  information  and  reports. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  consist  of  copies  or  original  documents  and  are 
maintained  in  official  filing  systems. 

Retrievability:  The  personnel  and  payroll  and  leave  records  are 
indexed  by  name;  the  applications  for  employment  are  indexed 
alphabetically;  and  travel  and  training  records  are  indexed  by  sub¬ 
ject. 

Safeguards:  Physical  security  is  maintained  by  locked  file 
cabinets.  Any  individuals  requesting  personnel  files  are  screened  by 
administrative  personneU 
Retention  and  disposal: 

Personnel  records  are  retained  during  employment  and  up  to 
one  year  after  employee  resigns,  retires,  or  is  transferred. 
Payroll  and  leave  records  are  retained  during  employment  and 
up  to  three  years  after  employment  resigns,  retires,  or  is 
transferred. 

Records  for  budgetary  purposes  are  retained  indefinitely. 

All  records  are  disposed  of  as  trash. 

System  manager(s)  and  address: 

Executive  Officer,  Office  of  the  Assistant  Secretary 
for  Environment,  Safety,  and  Consumer  Affairs 
Room  lOlOl 

Department  of  Transportation 
400  7th  Street,  S.W. 

Washington,  D.C.  20590 

Deputy  Director,  Office  of  Safety  Affairs  Community  Affairs 
Specialist 

Hazardous  Materials  Policy 
Room  800  W 
Dept,  of  Transportation 
800  Independence  Ave,  S.W. 

Washington,  D.C.  20591 
Room  10107 

Department  of  Transportation 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 

Director,  Office  of  Consumer  Affairs,  TES-40 

Room  9424 

Department  of  Transportation 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 

Transportation  Specialist,  Office  of  Facilitation,  TES-50 
Room  10308 

Department  of  Transportation 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 

Transportation  Specialist,  CMtfice  of  Transportation  Security. 

TES-60 
Room  800W 

Department  of  Transportation 
800  Independence  Avenue,  S.'W. 

Washington,  D.C.  20591 

Research  Assistant,  Office  of  Ent^nmenta)  Affairs,  TES-TO 
Room  9422 

Department  of  Transportation 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 
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Categories  of  records  in  the  system:  Summary  of  experience  and 
training. 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
lies  of  users  and  the  purposes  of  such  uses:  Used  for  quick  reference 
by  management  when  a  vacancy  occurs. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  die  system: 

Storage:  FQe  Folder. 

*  Retrievability:  Alphabetically  by  name. 

Safeguards:  Filed  in  locked  safe. 

Retention  and  disposal:  Destroyed  2  years  after  submission. 

System  manager(s)  and  address:  Department  of  Transportation 
Materials  Transportation  Bureau 
Director,  Office  qf  Pipeline  Safety  Operations,  MTP-1 
2100  2nd  Street,  S.  W. 

Washington,  D.  C.  20590 

Notification  procedure:  Address  inquiries  to  Director,  Office  of 
Pipeline  Safety  Operations. 

Record  access  procedures:  Information  for  both  access  and  con¬ 
test  may  be  obtained  by  a  request  to  the  Director,  Office  of 
Pipeline  Safety  Operations. 

Record  source  categories:  Information  consists  of  that  submitted 
by  the  applicant. 

DOT/OST  052 

System  name:  Informational  Work  Fblders  on  Employees  of  the  Of¬ 
fice  of  Pipeline  Safety  Operations  DOT/OST 
System  location:  Office  of  Pipeline  Safety  Operations,  Room 
6226, 

Transpoint  Building,  2100  2nd  Street,  S.  W., 

Washington,  DC  20590 

Categories  of  individuals  covered  by  the  system:  Full  time  em¬ 
ployees,  part  time  employees,  and  intermittent  consultants. 

Categories  of  records  in  the  system:  Copies  of  personnel  actions, 
summary  of  experience  and  training,  performance  evaluations,  and 
related  data. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  quick  reference 
by  management  and  the  employee  himself. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  Folder. 

Retrictvability:  Alphabetically  by  name. 

Safeguards:  Filed  in  locked  safe. 

Retention  and  disposal:  Destroyed  I  year  after  termination  of  em¬ 
ployment  with  the  Office  of  Pipeline  Safety  Operations. 

System  manager(s)  and  address:  Department  of  Transportation 
Materials  Transportation  Bureau 
Director,  Office  of  Pipeline  Safety  Operations,  MTP-l 
2100  2nd  Street,  S.W. 

Washington,  D.  C.  20590 

Notification  procedure:  Address  inquiries  to  Director,  Office  of 
Pipeline  Safety  Operations. 

Record  access  procedures:  Information  for  both  access  and  con¬ 
test  may  be  obtained  by  a  request  to  the  Director,  Office  of 
Pipeline  Safety  Operations. 

Record  source  categories:  Generated  by  the  personnel  office, 
management  supervision,  or  the  employee  himself. 


Notification  procedure:  The  individual  may  present  himself  in  per¬ 
son  or  in  writing  to  the  System  Manager  where  files  are  held  to 
inquire  about  whether  records  apply  to  him. 

Record  access  procedures:  The  individual  may  gain  access  to  his 
records  upon  request,  as  under  'Notification  Procedure*. 

Contesting  record  procedures:  Contest  of  these  records  will  be  in 
writing  to  the  System  Manager  where  the  files  are  located,  as  listed 
above.  If  request  is  not  resolved,  the  individual  may  file  an  appeal 
to: 

Office  of  the  General  Counsel 
Department  of  Transportation 
Room  10428 

400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 
Record  source  categories: 

Information  copies  provided  by  the  individual 
Information  copies  provided  by  the  Office  of  Personnel. 
Information  copies  from  time  and  attendance  cards. 

Information  copies  generated  from  travel  and  training  program. 

DOT/OST  030 

System  name:  Personnel  Management  Convenience  Files.  DOT/OST 
System  location:  Office  of  the  Assistant  Secretary  for  Policy, 
Plans  and  International  Affairs 

400  7th  St.,  S.W.,  Washington,  D.C. 

Categories  of  individuals  covered  by  the  system: 

Current-employees  ' 

Prospective  employees 

prior  employees  -  one  to  three  years. 

Categories  of  records  in  the  system:  Basic  recruitment,  employ¬ 
ment,  status  and  pay  records 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Employment,  pay  and  performance  decisions. 

Use  by  subject,  supervisor,  responsible  official;  administrative 
personnel  in  preparation;  personnel  and  payroll  offices  in 
processing. 

See  Prefatory  Statement  of  GenerarRoutine  Uses. 

Policies  and  practices  for  storing,  retrieving,  acces.sing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  copies  of  basic  documents 
Retrievability:  by  name 

Safeguards:  locked  files  with  personnel  screening  for  access 
Retention  and  disposal:  Retained  for  current  employment  and  1  to 
3  years  thereafter  destroyed  by  burning  or  shredding 
System  manager(s)  and  address:  Assistant  Secretary,  TPI,  and  Of¬ 
fice  Director,  TPl-5,  10,  20,  30,  40,  50,  60,  DOT/OST,  400  7th  St., 
S.W.  Washington,  D.C. 

Notification  procedure:  Inquiries:  oral  request  by  current  em¬ 
ployees  to  the  System  Manager.  Written  or  direct  inquiry  by  prior 
employees  or  applicants  to  Office  Director,  TPl-5,  DOT/OST,  400 
7th  St.,  S.W.,  Washington,  D.C,  must  provide  notarized  signature, 
or  may  provide  SS  0. 

Record  access  procedures:  Current  employees  may  have  access  to 
contents  thru  the  System  Manager.  For  all  other  inquiries  -  Office 
Director,  TPI-5  at  the  address  under  Notification  Procedure. 

Contesting  record  procedures:  Present  employees  may  request 
changes  through  ,  the  system  manager,  as  above.  If  request  denied, 
may  refer  to  TPI  Review  Officer,  TPI  5,  then  to  OST  Review  Of¬ 
ficer.  For  all  other  inquiries  -  office  Director,  TPl-5. 

Record  source  categories:  Subject,  supervisor,  responsible  offi¬ 
cial,  personnel  and  payroll  offices. 

DOT/OST  051 

System  name:  Applications  for  Employment  with  Office  of  Pipeline 
Safety  Operations  (OPSO)  DOT/OST 
System  location:  Office  of  Pipeline  Safety  Operations,  Room 
6226, 

Transpoint  Building,  2100  2nd  Street,  S.  W.,  ~  - 

Washington,  £>C  20590 

Cate^ries  of  individuals  coveted  by  the  gystem:  Applicants  -for 
employment  in  the  Office  of  Pipeline  Safety  Qpertions  who  submit 
applications  directly. 


DOT/OST  053  ' 

System  name:  Personnel  Data  Convenience  Files  DOT/OST 
System  location:  Office  of  The  Director 
Office  of  Hazardous  Materials  Operations 
Room  6222 

Department  of  Transportation 
2100  2nd  Street,  S.W. 

Washington,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  AU  MTH  em¬ 
ployees  and  all  applicants  for  employment. 

Categories  of  records  in  the  system:  Standard  Form  S2 
Standard  Form  50 
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See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  alphabetically  in  desk  of  the  ad¬ 
ministrative  secretary  to  the  Director. 

Retrievability:  Maintained  alphabetically;  retrieved  manually. 

Safeguards:  Maintained  in  a  building  under  24  hour  guard;  admis¬ 
sion  by  building  pass  only. 

Retention  and  disposal:  Hard  copy  forwarded  to  paymaster  every 
pay  period;  tissue  retained  indefinitely. 

System  managcr(s)  and  address;  Director  of  Emergency  Transpor¬ 
tation  (TAD-80) 

Office  of  the  Secretary 
Department  of  Transportation 
Washington,  D.C.  20590. 

Notification  procedure:  Inquiries  may  be  addressed  to  the  System 
Manager.  Individuals  requesting  such  information  must  sign  the 
request  and  provide  suitable  identification.  Alternatively,  a  personal 
request  to  the  System  Manager  or  his  representative  will  enable  the 
individual  to  have  access  to  his  record. 

Record  access  procedures:  Individual  may  obtain  information  on 
procedures  for  gaining  access  by  addressing  a  written  query  to  the 
system  manager  or  by  presenting  himself  to  the  office  cited  in  loca¬ 
tion  above. 

Contesting  record  procedures:  Individual  may  obtain  information 
on  Contest  by  request  form  the  System  Manager. 

Record  source  categories;  Individuals  concerned.  Personnel  and 
pay  account  records. 


Position  Descriptions 

Standard  Form  171 

Employee  Performance  Evaluation 

Copies  of  Commendations  and  Awards  (some  correspondence) 
Training  Records 

Travel  Records  (Includes  Travel  Orders,  Travel  Vouchers, 

Change  of  Official  Duty  Station  Records,  Foreign  Travel 
Requests,  Claims  for  Reimbursement,  Trip  Reports) 

Payroll  and  Leave  Records 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  the  individual’s  use. 

To  review  travel  records. 

To  prepare  corrections  or  prepare  statistics  of  travel 
performed. 

Budgetary  information  and  reports. 

Personnel  of  the  Office  of  Hazardous  Materials  Operations 
who  have  a  need  to  know  the  information  in  the 
performance  of  official  duties. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Folders  in  Conserv-a-files. 

Retrievability:  By  name 

Safeguards:  Files  stored  in  locked  cabinets. 

Retention  and  disposal:  Personnel  records  are  retained  during  em¬ 
ployment  and  up  to  one  year  after  employee  resigns,  retires  or  is 
transferred. 

Payroll  and  leave  records  are  retained  during  employment  and 
up  to  three  years  after  employee  resigns,  retires  or  is 
transferred.  Records  for  budgetary  purposes  are  retained 
indefinitely. 

All  records  are  disposed  of  as  trash. 

System  manager(s)  and  address:  Director 
Office  of  Hazardous  Materials  Operations 
Room  6222 

Department  of  Transportation 
2100  2nd  Street,  S.W. 

Washington,  D.C.  20590 

Notification  procedure:  Each  person  involved  will  be  notified  of 
records  pertaining  to  that  individual. 

Record  access  procedures:  The  individual  may  gain  access  to  his 
records  upon  request  to  the  system  manager  or  his  delegee. 

Contesting  record  procedures:  Contest  of  these  records  will  be  in 
writing  to  the  systems  manager  where  the  files  are  located,  as  listed 
above. 

Denials  will  be  made  in  writing  and  approved  by  the  Director, 
Office  of  Hazardous  Materials  Operations.  Appeals  may  be 
made  to: 

Office  of  The  General  Counsel 
Department  of  Transportation 
room  10428 
400  7th  Street,  S.W. 

Washington,  D.C.  20590 

Record  source  categories:  Information  copies  provided  by  in¬ 
dividual. 

Information  copies  provided  by  the  Office  of  Personne. 
Information  copies  from  time  and  attendance  cards. 

Information  copies  generated  from  travel  and  training  program. 

DOT/OST  054 

System  name:  Time  and  Attendance  Report  (FHWA  Form  320  (7- 
73))  for  the  Office  of  Emergency  Transportation  DOT/OST. 
System  location:  Office  of  Emergency  Transportation  (OET) 
(TAD-80) 

Department  of  Transportation 
Washington,  D.  C.  20590 

Categories  of  individuals  covered  by  the  system:  Professional  and 
clerical  employees,  permanent,  temporary  and  consultants  em¬ 
ployed  in  OET. 

Categories  of  records  in  the  system:  Record  consists  of  a  com¬ 
puter  punch  card  with  a  tissue  carbon. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Use  to  maintain  record 
of  attendance  at  duty  station  and  leave  accounts  of  employees  con¬ 
cerned. 


DOT/OST  055 

System  name:  Application  for  U.  S.  Government  Motor  Vehicle 
Operator’s  Identi-  fication  Card  (Government  Drivers  License) 
DOT/OST 

System  location:  Office  of  the  Secretary,  Transportation  Branch, 
TAD-444 

400  7th  Street,  S.  W., 

Washington,  D.  C.  20590 

Categories  of  individuals  covered  by  the  system:  This  system  of 
records  contains  information  regarding  all  OST  employees  who  are 
licensed  to  drive  and/or  operate  government  vehicles. 

Categories  of  records  in  the  system;  Application  for  operator’s 
Identification  Card 

Physical  fitness  inquiry 
Accident  Reports 

NHTSA  Vehicle  Driver  Register  Report 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Determine  qualifications 
and  fitness  for  issuance,  retention,  revocation  or  renewal  of  opera¬ 
tors  license. 

Limited  access  to  issuing  official  and  those  persons  whose 
official  duties  require  such  access. 

See  Prefatory  Statement  of  General  Routine  U  ses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  records  are  maintained  in  a  locking  filing  cabinet  in 
folders. 

Retrievability:  These  records  are  filed  in  alphabetical  order  with  a 
cross  reference  by  permit  number  in  a  log. 

Safeguards:  Limited  access  to  issuing  official  and  those  persons 
whose  official  duties  require  such  access. 

Retention  and  disposal:  Retained  for  5  years  after  separation, 
retirement  or  transfer  of  individual  or  expiration  of  license. 

System  manager(s)  and  address:  Department  of  Transportation 
Chief,  Transportation  Branch 
System  Manager,  Room  2318 

Office  of  the  Secretary,  TAD-444  400  7lh  Street,  S.  W. 

Washington,  D.  C.  20590 

Notification  procedure:  Inquiries  may  be  addressed  to  Transporta¬ 
tion  Branch,  TAD-444,  Office  of  the  Secretary,  400  7  th  Street,  S. 
W.,  Wsshington,  D.  C.,  20590  (Room  2318) 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  addressstheir  inquiries  to  the  system  manager. 
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Contesting  record  procedures:  To  contest  a  record  contact  the 
System  Manager. 

Record  source  categories:  Applications  received  from  individuals* 
for  operator’s  license.  Accidentsreports  received  from  individuals, 

DOT/OST  0S6 

System  name:  Garnishment  Files»DOT/OST 
System  location: 

Department  of  Transportation 
Office  of  the  Secretary 
Office  of  the  General  Counsel 

Office  of  the  Assistant  General  Counsel  for  Operations  and 
Legal  Counsel  (Room  10102),  Nassif  Building 
Washington.D.C.  20590 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Department  of  Transportation,  including  members  of  the  Coast 
Guard,  whose  pay  is  sought  to  be  attached  under  section  459  of  the 
Social  Security  Act  ,  42  U.S.C.  659. 

Categories  of  records  in  the  system:  Correspondence  and  court  or¬ 
ders,  and  copies  thereof  .concerning  attachment  of  employees’  pay. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  record  of 
garnishments  and  Garnishment  Attorney’s  action  thereon. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  stored  in  the  Garnishment  Attorney’s  office. 
Retrievability:  Indexed  individually  by  name  in  alphabetical 
order. 

Safeguards:  Records  are  disclosed  only  to  individuals  with 
established  legal  interest  or  legal  'need  to  know'. 

Retention  and  disposal:  Retained  for  as  long  as  the  attachment  of 
pay  continues  and  thereafter  as  needed  for  precendential  value. 
System  manager(s)  and  address: 

Garnishment  Attorney 

Office  of  the  Assistant  General  Counssel  for  Operations  and 
legal  counsel.  Office  of  the  General  Counsel 
Nassis  BuildingtRoom  10102)  Washington.D.C.  20590 
Notification  procedure:  An  individual  may  be  notified  as  to 
whether  a  record  on  him/her  is  in  the  system  by  contacting  the 
System  Manager. 

Record  access  procedures:  Persons  wishing  to  obtain  access  to 
their  records  may  do  so  by  contacting  the  System  Manager. 

Contesting  record  procedures:  To  request  correction  of  a  record 
contact  the  System  Manager.  Data  is  obtained  from  state  courts 
and  agencies,  private  attorneys  .and  present  and  former  spouses  of 
employees. 

DOT/SLS  155 

System  name:  Emergency  Operating  Records  (Vital  Records) 
DOT/SLS 

System  location:  Saint  Lawrence  Seaway  Development  Corpora¬ 
tion 

Eisenhower  Lock  (Emergency  Relocation  Site) 

Massena,  New  York  13662 

Categories  of  individuals  covered  by  the  system:  Employees 
Categories  of  records  in  the  system:  Retirement  Records,  Payroll 
Distribution  Records,  Leave  Records,  Employee  Roster  and  Next 
of  Kin 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses:  To  insure  continuity  of 
operations  during  and  after  a  national  defense  emergency 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  4  File  folders 

Retrievability:  Indexed  by  name  and  social  security  number 
Safeguards:  Locked  metal  file  container 

Retention  and  disposal:  D  Retained  until  updated  annually;  then 
destroyed 

System  managcr(s)  and  address:  Chief  Engineer  (Emergency 
Coordinator) 

Saint  Lawrence  Seaway  Development  Corporation 


P.  O.  Box  520 
Massena,  New  York  13662 

Notification  procedure:  Individuals  may  inquire  in  writing  to  the 
above  system  manager  to  inquire  whether  this  system  of  records 
applies  to  him. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  written  request  to:  Saint  Lawrence  Seaway  Develop¬ 
ment  Corporation 

Director  of  Administration 
P.  O.  Box  520 
Massena,  New  York  13662 

Contesting  record  procedures:  Contest  of  these  records  will  be 
directed  to  the  Director  of  Administration  and  if  not  resolved  at 
that  level,  may  be  appealed  to  the  Administrator. 

Record  source  categories:  Personnel  records,  time  cards,  and  re¬ 
lated  supporting  documents 

System  Number  DOT/SLS  156 

System  name:  Safety  Management  Information  System  DOT/SLS 
System  location:  St.  Lawrence  Seaway  Development  Corp. 

Safety  and  Security  Division, Eisenhower  Lock 
Massena,  New  York  13662 

Categories  of  individuals  covered  by  the  system:  Federal  em¬ 
ployees,  contractor  personnel  and  visitors. 

Categories  of  records  in  the  system:  Accident  Reporting  Records 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  submit  required  re- 
ports.provide  data  base  for  analysis  and  corrective  action,  and 
statistical  records. 

See  Prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievability:  Indexed  by  name. 

Safeguards:  Locked  metal  file  cabinets  accessible  to  Safety  and 
Security  Officer. 

Retention  and  disposal:  Retained  for  three  years  then  destroyed. 
System  manager(s)  and  address:  Safety  and  Security  Officer 
St.  Lawrence  Seaway  Development  Corp. 

P.O.  Box  520 
Massena,  N.Y.  13662 

Notification  procedure:  The  individual  may  inquire  ,  in  writing,  to 
the  System  Manager,  to  inquire  whether  this  system  of  records  ap¬ 
plies  to  him. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
record(s)  by  written  request  to; 

St.  Lawrence  Seaway  Development  Corp. 

Director  of  Administration 
P.O.  Box  520 
Massena,N.Y.  13662 

Contesting  record  procedures:  Contest  of  these  records  will  be 
directed  to  the  Director  of  Administration  and  if  not  resolved  at 
that  level,  may  be  appealed  to  the  Administrator. 

Record  source  categories:  Federal  employees  and  supervisors. 
DOT/SLS  157 

System  name:  Vehicle  Operator  Identification  DOT/SLS 
System  location:  Saint  Lawrence  Seaway  Development  Corpora¬ 
tion 

Safety  &  Security  Division,  F'isenhower  Lock 
Massena,  New  York  13662 

Categories  of  individuals  covered  by  the  system:  Employees 
Categories  of  records  in  the  system:  This  record  contains  personal 
identification,  vehicle  limitation  and  driving  record;  also  contains 
information  on  employee’s  physical  condition 
Routine  uses  of  records  maintained  in  the  ^stem,  including  catego» 
ries  of  users  and  the  purposes  of  such  uses:  To  ensure  safe  operatioa 
of  government  owned  vehicles  on  government  business 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining* 
and  disposing  of  records  in  the  system: 

Storage:  Card  and  file  folders 
Retrievability:  Indexed  by  name  and  ID  number 
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Safeguards:  Records  kept  in  locked  file  cabinets  accessible  only 
to  Safety  and  Security  Officer 

Retention  and  disposal:  Maintained  for  tenure  of  the  employee 
plus  1  year,  then  destroyed. 

System  manager(s)  and  address:  Safety  and  Security  Officer 
Sauit  Lawrence  Seaway  Development  Corporation 
P.O.  Box  520 

Massena,  New  York  13662 

Notification  procedure:  The  individual  may  inquire,  in  writing,  to 
the  above  system  manager  to  inquire  whether  this  system  of 
records  applies  to  him. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  written  request  to: 

Saint  Lawrence  Seaway  Development  Corporation 
Director  of  Administration 
P.  O.  Bos  520 
Massena,  New  York  13662 

Contesting  record  procedures:  Contest  of  these  records  will  be 
directed  to  the  Director  of  Administration  and  if  not  resolved  at 
that  level,  may  be  appealed  to  the  Administrator 
Record  source  categories:  Information  obtained  from  employee 
and  from  records  maintained  in  the  Personnel  Division 

DOT/SLS  158 

System  name:  Personnel  Convenience  Files  DOT/SLS 
System  location:  Saint  Lawrence  Seaway  Development  Corpora¬ 
tion 

Office  of  Comprehensive  Planning 
Room  836F,  Building  10-A 
800  Independence  Avenue 
'Washington,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  Current  em¬ 
ployees 

Categories  of  records  in  the  system:  Employee  performance 
evaluations,  training,  position  descriptions,  records  of  disciplinary 
actions,  grades  and  salaries 

Routine  uses  of  records  maintained  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  supervisors  in 
m^ing  periodic  employee  performance  evaluations  and  recommen¬ 
dations  for  employee  training,  assignment,  promotion,  demotion, 
retention,  or  dismissal 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  flisposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders 
Retrievability:  Indexed  by  name 

Safeguards:  Locked  file  cabinets  accessible  to  the  supervisor,  his 
assistants  and  secretary 

Retention  and  disposal:  Retention  and  disposal:  Maintained  during 
period  of  employment,  then  shredded  and  burned. 

System  manager(s)  and  address:  Director,  Office  of  Comprehen¬ 
sive  Planning 

Saint  Lawrence  Seaway  Development  Corporation 
Room  836F,  Building  10-A 
800  Independence  Avenue 
Washington,  D.  C.  20590 

Notification  procedure:  The  individual  may  inquire,  in  writing,  to 
the  Director  of  Comprehensive  Planning,  to  inquire  whether  this 
system  of  records  applies  to  him. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  written  request  to: 

Saint  Lawrence  Seaway  Development  Corporation 
Director  of  Administration 
P.  O.  Box  520 
Massena,  New  York  13662 

Contesting  record  procedures:  Contest  of  these  records  will  be 
directed  to  the  Director  of  Administration  and  if  not  resolved  at 
that  level,  may  be  appealed  to  the  Administrator 
Record  source  categories:  Information  obtained  from  employees, 
personnel  records,  copies  of  personnel  actions,  and  educational  in¬ 
stitutions. 


DOT/TSC  703 

System  name:  Occupational  Safety  '&  Health  Reporting  System 
DOT/TSC 
System  location: 

'Department  of  Transportation 
Transportation  Systems  Center 
Management  Services  Division 
Code  810 
Kendall  Square 
Cambridge,  MA  02142 

Categories  of  individuals  covered  by  the  system:  TSC  employees, 
in-house  contractor  personnel  and  visitors  who  have  occupational 
illnesses,  injuries  or  are  involved  in  Government  properly  ac¬ 
cidents. 

Categories  of  records  in  the  system:  Federal  Occupational  Injuries 
&  Illnesses  Survey  form;  etc.);  DOT  Accident/Injury  Reports,  DOT 
forms  3902.1  through  8;  Department  of  Labor,  for  payment  of 
medical  bills  and  workmen's  compensation,  as  applicable. 

Routine  uses  of  recorils  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purposes  of 
these  records  are  intended  for  internal  management  and  control, 
and  also  for  accident  prevention.  The  routine  uses  of  the  Depart¬ 
ment  of  Labor  forms  are  for  (1)  submission  to  doctors  and  medical 
institutions  rendering  services  to  individuals  and  (2)  to  the  Office  of 
Employees  Compensation,  Department  of  Labor,  for  payment  of 
medical  bills  and  workmen's  compensation,  as  applicable. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Forms  and  other  paper  records. 

Retrievability:  Indexed  by  individual's  name. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets  and 
folders  are  stamped  ‘For  Official  Accident  Prevention  Use  Only.' 

Retention  and  disposal:  Records  are  retained  for  five  (5)  years 
and  then  destroyed  by  shredding. 

System  manager(s)  and  address: 

Department  of  Transportation 
Transportation  Systems  Center  < 

Chief,  Management  Services  Division/Code  810 
Kendall  Square 
Cambridge,  MA  02142 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager.  An  individual  may  gain  access  to 
his  records  by  written  request. 

Contesting  record  procedures:  Contest  of  this  data  will  be  made  to ' 
the  System  Manager.  If  administrative  resolvement  is  not  satisfac¬ 
tory  to  the  individual,  appeals  may  be  filed  in  writing  through  the 
Assistant  Secretary  for  Administration  to  the  Secretary  of  Trans¬ 
portation. 

Department  of  Transportation 
Office  of  the  Secretary 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 

Record  source  categories:  Documents  provided  by  the  individual 
concerned  and  immediate  supervisor. 

DOT/TSC  708 

System  name:  Combined  Federal  Campaign  Information  DOT/TSC 
System  location: 

Department  of  Transportation 
Transportation  Systems  Center 
Office  of  Public  Affairs/Code  130 
Kendall  Square 
Cambridge,  MA  02142 

Categories  of  individuals  covered  by  the  system:  All  TSC  Em¬ 
ployees 

Cat^ories  of  records  in  the  system:  A  record  of  how  much,  if 
anything,  each  employee  has  contributed. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purpose  of 
this  system  is  to  gather  and  disseminate  statistics  and  information 
on  the  donations  to  the  Combined  Federal  Campaign. 

See  Prefatory  Statement  of  General  Routine  Uses. 


DEPARTMENT  OF  TRANSPORTATION 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Form  filled  out  by  keyman. 

Retrievability:  Indexed  by  employee’s  name. 

Safeguards:  Records  are  maintained  in  locked  file  cabinet. 

Retention  and  disposal:  Records  are  maintained  for  five  years  and 
then  destroyed  by  shredding. 

System  manager(s)  and  address: 

Public  Affairs  Officer 
Department  of  Transportation 
Kendall  Square 
Cambridge,  MA  02142 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager 

Contesting  record  procedures:  An  individual  may  gain  access  to 
his  records  by  written  request.  Contest  of  this  data  will  be  made  to 
the  System  Manager.  If  administrative  resolvement  is  not  satisfac* 
tory  to  the  individual,  appeals  may  be  filed  in  writing  through  the 
Assistant  Secretary  for  Administration  to  the  Secretary  of  Trans¬ 
portation. 

Department  of  Transportation 
Office  of  the  Secretary 
400  Seventh  Street,  SW 
Washington,  D.C.  20.^00 

Record  source  categories:  Combined  Federal  C'ampaign  forms 
filled  out  by  employees. 

IK)T/TSC  711 

System  name:  Blood  Donor  Information  File  DOT/TSC 
System  location:  Department  of  Transportation 
Transportation  Systems  Center 
Office  of  Public  Affairs/Code  1 30 

Kendall  Square  ' 

Cambridge,  MA  02142 

Categories  of  individuals  covered  by  the  system:  All  TSC  em¬ 
ployees  and  on-site  contractor  personnel 
Categories  of  records  In  the  system:  Blood  Donors  Phone  Book 
(name,  organization  and  telephone  number  of  donor) 

Blood  Donors  Schedule 

Requests  for  Blood  Form  (from  hospital  for  employee  or 
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dependent) 

Routine  uses  of  records  maintained  in  the  system,  including  eatego* 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purposes  of 
these  records  is  for  the  donation  of  blood  by  TSC  employees  and 
on-site  contractor  personnel  to  ensure  coverage  for  themselves, 
spouses,  dependent  children,  parents  and  grandparents  of  both  em¬ 
ployee  and  spouse,  and  all  other  people  living  in  the  employee’s 
household  for  whom  the  member  has  responsibility.  The  routine 
use  of  this  system  of  records  is  to  respond  to  requests  for  blood 
from  employees  and  their  dependents  by  furnishing  information  to 
the  Red  Cross  to  ensure  the  availability  of  blood. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  record 

Retrievability:  Indexed  by  employee’s  name 

Safeguards:  Records  maintained  in  locked  file  cabinet. 

Retention  and  disposal:  Blood  Donors  Phone  Book  and  Blood 
Donors  Schedule  maintained  for  one  year  and  then  destroyed. 
Request  for  Blood  Form  maintained  until  individual  terminates  em¬ 
ployment  with  TSC,  records  are  then  destroyed. 

System  manager(s)  and  address:  Public  Affairs  Officer/Code  130 
Department  of  Transportation 
Transportation  Systems  Center 
Kendall  Square 
Cambridge,  MA  02142 

Notification  procedure:  Information  may  be  obtained  from  the 
Systems  Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  Systems  Manager. 

Contesting  record  procedures:  An  individual  may  gain  access  to 
his  data  by  written  request.  Contest  of  this  data  wiU  ^  made  to  the 
System  Manager.  If  administrative  resolvement  is  not  satisfactory 
to  the  individual,  appeals  may  be  filed  in  writing  through  the 
Assistant  Secretary  for  Administration  to  the  Secretary  of  Trans¬ 
portation. 

Department  of  Transportation 
Office  of  the  Secretary 
400  Seventh  Street,  S.W. 

Washington,  DC  20S90 

Record  source  categories:  Blood  Donors  Phone  Book  and  Blood 
Donors  Schedule  are  filled  out  by  solicitors. 

Request  for  Blood  Form  completed  by  employee  or  dependent 
requesting  blood.  I* 
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Office  of  Technology  Assessment 
Safeguarding  Individual  Privacy 
Notice  of  Record  System 

1.  General.  This  notice  is  given  in  order ^to  safeguard  individual 
privacy  while  making  the  fullest  possible  public  disclosure  of  the 
record  system  maintained  by  this  Office,  consistent  with  its  func¬ 
tions  and  responsibilities  to  the  Congress.  That  policy  reflects  the 
disclosure  and  privacy  provisions  of  the  Administrative  Proa2edure 
Act,  the  Freedom  of  Information  Act,  and  the  Privacy  Act.  The  ap¬ 
plication  of  any  of  these  Acts,  or  any  related  provision  of  law,  to 
the  Office  of  Technology  Assessment  is  not  to  be  inferred,  how¬ 
ever,  nor  shall  this  or  any  corresponding  internal  rule  or  practice  be 
construed  as  conferring  on  any  member  of  the  public  a  right  of  ac¬ 
cess  to  or  information  from  the  records  of  this  Office. 

2.  Records  exempt  from  disclosure.  Any  record  may  be  wthheld 
if  (a)  its  disclosure  would  violate  a  security  statute;  (b)  in  ac¬ 
cordance  with  one  or  more  of  the  numbered  paragraphs  in  5  USC 
552(b);  (c)  it  would  be  protected  as  privileged  in  a  court  or  quasi-ju¬ 
dicial  proceeding;  (d)  it  was  submitted  to  the  Government  in  con¬ 
fidence;  or  (e)  it  was  developed  by  or  for  the  Government  and  con¬ 
stitutes  property  of  significant  value. 

In  addition,  test  or  examination  materials  used  solely  to  deter¬ 
mine  qualifications  for  Federal  employment  or  promotion  are  ex¬ 
empt  from  any  requirement  of  disclosure  to  individuals;  and  in¬ 
vestigative  materials  compiled  solely  for  determining  suitability, 
eligibility,  or  qualification  for  Federal  employment.  Federal  con¬ 
tracts,  or  access  to  classified  information,  are  exempt  to  the  extent 
that  disclosure  would  reveal  the  identity  of  a  confidential  source. 

No  individual  shall  be  given  access  to  any  information  compiled 
in  reasonable  anticipation  of  a  civil  action  or  proceeding. 

November  11,  1975. 

Daniel  V.  DeSimone, 

Acting  Director. 

OTA— 1 

System  name:  Administrative  Records — OTA 

System  location:  Office  of  Technology  Assessment,  United  States 
Congress,  Washington,  D.C.  20510. 

Categories  of  individuals  covered  by  the  system:  Employees  and 
consultants,  applicants  for  appointment  as  employees  or  con¬ 
sultants,  and  organizations  which  may  supply  personal  information 
in  connection  with  contracts,  proposes,  or  other  business  dealings 
or  solicitations,  assessment  products,  transcripts,  and  minutes  of 
Board,  Advisory  Council,  Advisory  Panels  and  official  public 
meetings. 

Categories  of  records  in  the  system: 

1.  Standard  Form  171 

2.  Appointment  form 

3.  Tax  withholding  information 

4.  Health  benefits  plan  information 

5.  Retirement  application  information 

6.  Life  insurance  information 

7.  Confidential  Statement  of  Employment  and  Financial  Interests 
(for  employees  earning 

20,000  or  more) 


8.  Standard  government  security  forms,  as  required 

9.  Data  sheet 

10.  Resume  or  biographic  sketch,  as  appropriate 

11.  Financial  claim  forms  and  vouchers,  as  appropriate 

12.  Correspondence 

13.  Contract  statements  of  qualifications  and  interest 

14.  Contract  general  background  information 

15.  Contract  proposals 

16.  Contract  work  or  research  performed  for  organizations  other 
than  OTA 

17.  Products  of  research  contracted  for  by  OTA 

18.  Such  other  miscellaneous  information  as  may  be  submitted  by 
the  organization  or  acquired  from  other  public  sources,  such  as  the 
Executive  branch.  State  and  local  governmental  organizations 

19.  Contracts  and  financial  vouchers 

20.  Assessment  reports  and  working  papers 

21.  Transcripts  and  minutes  of  Board,  Advisory  Council,  Adviso¬ 
ry  Panels  and  official  public  meetings 

22.  Miscellaneous  working  papers  and  drafts 

Authority  for  maintenance  of  the  system:  Technology  Assessment 
Act  of  1972  (P.L.  92-484) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Office  of  the 
Director  and  administrative  staff.  Routing  uses  including  filling  of 
vacancies;  qualification  of  personnel  for  assignment,  promotion, 
and  training;  processing  of  personnel  actions;  management  informa¬ 
tion  reporting;  verification  of  employment  data;  personnel  manage¬ 
ment  control;  contract  administration  and  general  office  administra¬ 
tion.  Information  or  a  record  from  this  system  of  records  may  be 
disclosed  as  a  routing  use  to  another  organization  when  relevant 
and  necessary  to  its  hiring  or  retention  of  an  employee,  issuance  of 
a  license  or  security  clearance,  or  civil  or  criminal  investigation  or 
enforcement  as  authorized  by  law. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Manual  and  machine  readable 
Retrievahility:  By  name  and  Social  Security  Number 
Safe^ards:  Physical,  technical  and  administrative  security  is 
maintained  at  all  times.  Storage  equipment  and  rooms  are  locked 
when  not  in  use.  Access  is  restricted  to  authorized  personnel. 
Everyone  having  access  or  involved  in  the  operation,  maintenance, 
or  disposal  of  records  is  instructed  and  cautioned  on  their  con¬ 
fidentiality. 

Retention  and  disposal:  Retained  indefinitely  on  site  until 
destroyed  when  out  of  date. 

System  manager(s)  and  address:  Administrative  Officer,  Office  of 
Technology  Assessment,  Washington,  D.C.  20510. 

Notification  procedure:  Upon  written  request  to  the  system 
manager,  individuals  will  be  notified  whether  the  system  contains 
any  record  pertaining  to  them. 

Record  access  procedures:  Any  individual  requesting  access  to  a 
record,  or  desiring  to  contest  its  content,  should  write  to  the 
system  manager. 

Contesting  record  procedures:  Any  individual  requesting  access  to 
a  record,  or  desiring  to  contest  its  content,  should  write  to  the 
system  manager. 

Record  source  categories:  The  individuals  concerned,  their 
references  and  former  employers,  their  supervisors,  government 
agencies,  and  the  Congress. 
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recording  will  give  you  selections 
from  our  highlights  listing  of 
documents  to  be  published  in  the 
next  day's  issue  of  the  FEDERAL 
REGISTER. 


AREA  CODE  202 


